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ABSTRACT 



This study examined post office mail processings: equipment (MPE) maintenance . 
positions for the purpose of: (1) developing improved job descriptions; (2) ^de- 
veloping an MPE maintenance career ladder; (3) developing recommendation^ regard-' 
ing the training and promotion of MPR mechanics; and (4) re-evaluating existing 
maintenance positions using the job evaluation criteria developed as an aid to 
the establishment of the PFS classification system. Maintenance^ mechanics and 
supervisors at 17 small, medium and large mechanized offices were interviewed 
regarding existing and desired maintenance practices and maintenance personnel 
policies. Study findings and recommendations are discussed in relation to nine 
maintenance problems typically found at mechanized post offices. Major recommen- 
dations include: (1) that the POD develop an improved training system for MPE 
mechanics to include the establishment of an MPE mechanic apprenticeship program;' 
(2) that existing MPE maintenance positions be restructured^so as to establish an 
MPE career ladder extending from the PFS-4 helper to a PFS-10 MPE foreman posi- 
tion; (3) that existing journeyman MPE maintenance positions be reclassified up- 
ward by. one PFS l^vel; (4) that the promotion of MPE mechanics be closely tied 
to a requirement/ to maintain a wider variety of equipments and perform more sophis- 
ticated types of maintenance. It was suggested that the development of improved 
staffing cr.itefi^ for office maintenance organizations should be a prerequisite to 
implementation of the above recommendations. 
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The mail processing equipment (MPE) classification subtask described in this 
report was conducted by the Human Resources Research Office as part of HumRRO Task 
MPE, whose overall objective was to develop improved classification and selection 
procedures for mail processing Equipment maintenance positions. This report deals 
with the development of classification procedures, a maintenance career Hdder, 
and improved MPE job descriptions, and has been prepared to provide direct working 
materials for the Post Off i?^Department . A second Task MPE report on postal main- 
tenance examinations describes the development of four maintenance examinations to 
replace those currently used by the post office; a third Task MPE report concerns ' 
the analysis of postal maintenance jobs and presents the data developed as a result 
of an analysis of MPE maintenance job positions. 

'The MPE classification subtask was initiated in early 1968, was temporarily 
suspended during the summer of 1968, and was completed during the winter of 1968- 
1969. The research was performed by HumRRO Division No. 1 (System Operations), 
under ^he overall direction of Dr. J. Daniel Lyons, Director of Research. Dr. C. 
Dennis Fink was the Study Leader with Mr. Francis L. Hibbits as Principal Associate. 

The interest, support, and cooperation of many Post Office Department per- 
sonnel who^ provided assistance and technical advice were invaluable to the study. 
Qiief among these people were Mrs. Anne Flory and Mr. Marlin Burkhart, Compensation 
Division, Bureau of Personnel; Mr. Walter Kreimann and Mr. David McCutcheon, Main- 
tenance Division, Bureau of Facilities; Miss Ruth 0. Peters, Employment and Place- 
ment Division, Bureau of Personnel; and Mr. Edwin Vollmer, Bureau of Operations. 
Mr. Vincent J. Chirichella and members of his maintenance management staff at 
the Washington, D.C. Post Office provided invaluable assistance and technical 
advice; there was excellent cooperation by maintenance staff personnel at the, 
17 mechaniied post offices where the basic data for this study were collected. 

HumRRO research 'was conducted under Contract No. RE 73-67, PPBS No. 70-80, 
U.S. Post Office Department. 



Meredith P. Crawford 
Director 
Human Resources Research Office 
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^UMMARY AND RECOMMENDATIONS 

Tbe^Problem. 

The purpose of this study was to examine post office mail processing equipment 
(MPE) maintenance positions for the purpose of: (1) developing improved job descrip- 
tions; (2). developing an MPE-mechanic career ladder; (3) devising recommendations 
regarding the classification of MPE maintenance positions; and. (4) re-evaluating 
existing maintenance positions using the job evaluation criteria developed as an 
aid to the establishment of the PFS classification system. ^ 

Method ' / 

A detailed analysis was made of MPE equipment in order to determine the skills 
and knowledges required to maintain that equipment. Also, MPE mechanics were sur- 
veyed to determine the activities in which they engage, and maintenance supervisors 
were queried regarding the types of maintenance assignments they give to various 
types and grades of mechanics. Post office publications relating to maintenance 
practices and requirements were examined in detail, and maintenance mechanics and 
foremen at 17 small, medium and large mechanized post offices were interviewed re- 
garding existing and desirable maintenance practices and maintenance personnel . 
policies. 

Principal Results 

The major findings of the study are discussed in rfelatian to nine problem areas 
typically found at mechanized offices. It was found that there is a decreasing num- 
ber of postal personnel qualified to enter the equipment maintenance force, and it 
is projected that post offices will experience difficulty in staffing their equip- 
ment maintenance departments from within. This situation can be related to the need 
for more realistic entrance -examinations and to the need for an in-house training 
system for MPE mechanics. It was found that the present MPE examinations are not 
as job-relevant as they should be and eliminate from further consideration certain 
mechanics who do have the capability of learning to maintain MPE equipment. 

It was found that most offices do not have a systematic in-house training pro- 
gram for MPE mechanics. There is a need for training- programs which will prepare - 
custodial workers and mechanic's helpers to meet MPE mechanic entrance requirements. 
Secondly, there is a need to establish POD-wide MPE mechanic apprenticeship courses 
to assure that new MPE mechanics will acquire rapidly an acceptable maintenance ca- 
pability and a po'tential for full career progression. Finally, there is a need for 
training packages to teach journeyman mechanics how to maintain different types of 
MPE equipments. , , * 

An examination of promotion practices revealed little standardization. At 
present there is no well defined career ladder for MPE mechanics and the distinc- 
tion between the MPE-6 and the MPE-7 mechanic is practically non-existant with 
respect to job assignment practices'*. 

It was found that the degree to which an MPE mechanic is. allowed to specialize 
depends upon the requirements of or desires of his supervisor. Some mechanics have 
become very narrow specialists while at other offices the mechanics haVe been re- 
quired to master maintenance on^l'l types of MPE equipments.- Such findings indi- 
cate^ a need to restructure the^PE maintenance department to more definitively 
define job duties and responsibilities for different grades and types of mechanics. 
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An examination of pay comparability of MPE mechanics suggested that the salary 
level of such mechanics should be raiafed by one PFS grade. Using the jgb evaluation 
criteria originally used as an aid in'^esjtablishing the PFS system, it was found that 
practically all MPE maintenance and rp^rated positions merited a one grade increase. 

A listing of the problem areas along with recommendations designed to alleviate 
these problems are as- follows: ? ' 

Problem if I Decreasing Manpower Pool of Potential MPE Mechanics 

1. In recognition of the high skill and knowledge requirements for MPE 
mechanics, raise the PFS-level of thes6 positions by one grade.- 

2. Provide training" programs and procedures whereby, at each office, 
interested persons can prepare themselyes for the MPE examination^. 

3. Develop an apprenticeship training program for new MPE mechanics. 

4. Provide for automatic promotion following successful completion of 
each phase of development in an apprenticeship training program. 

Problem t^l Lack of Distinction between MPE-6 and MPE-7 Mechanics 

1. Require higher-grade mechanics to perform (a) more complicated main- 
tenance actions on (b) more varieties of MPE equipmejits. 

a. require present MPE-6 mechanics to perform all maintenance on 
any two types of MPE equipment, at a minimum. 

b. require present MPE-7 mechanics ta perform all maintenance on 
any three types of MPE equipment, at a minimum. 

c. for' each mechanic, prepare an individual job description which 
describes primary and secondary maintenance responsibilities in 
terms of those equipments which he must learn to maintain. 

Problem //3 Need for an MPE Mechanic Career Ladder , * . 

^T7^ Establish a. maintenance career ladder which- extends from the PFS-4 
helper position to a PFS-10 MPE foreman position. 

a. establish two apprenticeship positions at the PFS-5 and PFS-6 
levels. 

b. establish three journeymen MPE positions at the 7, 8 and 9 PFS 
levels. 

c. Make promotion of the apprenticeship 5 to the apprenticeship 
PFS-6 level automatic following successful completion of the first 
portion of apprenticeship training. 

d. make promotion to the MPE mechanic (PFS-7) position automatic 
following successful completion of the second portion of ^ 
apprenticeship training. 

e. the essential difference -between the PFS-7 and PFS-8 MPE mechanics 
be in terms of the requirement of the PFS-8 mechanics to (a) main- 
tain a wider variety of equipment, and (b) be more capable at 

maintaining electro-mechanical control circuits. ^ 

« /- , , 

f. establish a MPE technician (PFS-9) position and have the incumbents 
of that position be require^ to become the office technician expert 
on at least three major types of MPE equipment. 
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Problem 
1 



have those persons failing^ the MPE apprenticeship program be of- . 
fered the opportunity to remain in the maintenance force as a 
general mechanic .^contingent upon a positive supervisor recom- 
mendation and the availability of . an opening). 

establish a senior general mechanic (PFS-6) position and fill it 
by mechanics who have shown exceptional ability to maintain electro 
mecljianical equipment even though they cannot meet MPE mechanic test 
entrance requirements. / 

Need for Improved Entrance and Promotion Eliminations 



Base entrance into and promotion within the MPE maintenance force in 
part 'on successful passage of examinations. 

a. -require passing of the Apprentice Examination as one requirement 
for admission to the maintenance force as an MPE apprentice or 
as a general mechanic. 

b. require passing of the MPE Mechanic Examinatioa as one require- 
ment for promotion from MPE apprentice (PFS-6) to MPE mechanic ^ 
(PFS-7). 

c. require passing of the Senior MPE Mechanic Examination as one 
requirement for promotion from MPE mechanic (MPE-T^) to senior 
MPE mechanic {PFS-8)- 

d. require passing of the Supervisor Examination as one requirement 
for propiotion to a foreman position. 

Problem //5 Need for an MPE Mechanic Apprenticeship Program 

1. Establish a two-phase MPE mechanic apprenticeship program of approx- 
imately one year in length. 

a. entrance into the apprenticeship program would , be ba'sed on pass- 
ing" the Apprenticeship Examination, or on a four year demonstra- 
tion of electro-mechanical maintenance capability at the general 
mechanic level. 

b. trainees would serve a six mOnth apprenticeship at the PFS-5 
level during which they would be taught to perform all mainten- 
ance on one relatively simple type of MPE equipment. 

c. based on a satisfactory supervisory evaluation (plus, perhaps 

a *'hands on" maintenance test) the apprentice, at^ the end of six 
months, woul^ be promdted automatically to PFS-6. 

d. during the second phase of apprentice training the trainee would 
be taught to maintain a second type of relatively simple MPE 
equipment. 

e. based on satisfactory supervisory evaluation (plus , ^perhaps a 
"hands on" maintenance test) and passing of the MPE^Mechanic 
Examination, the apprentice would.be promoted automatically to 
the position of MPE mechanic, PFS-7 at ^the end of 12 months. 

o f. successful completion of the apprenticeship program would be 
based in part on successful mastery of any classroom or self- 
instructional training which the POD considers to be an integral 
part of apprentice training. •*> 
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Problem #6 Need for an In-House Training System for MPE Mechanics 

See preceding recommendation regarding apprenticeship training. 

1. The POD should continue with increased vigor its program' for collecting 
, self-study maintenance material which can be placed in office libraries 

2. Self-instructional (maintenance training packages, similar to that 
developed by HumRRCllask SABER, ^should be developed for all major 
types of MPE equipment. " j 

Problem ^7 Need for Guidelines Regarding Specialization of MPE Mechanics 

1. MPE mechanics should not be allowed to specialize on one o-r two type^ 
of MPE equipment unless they tire content to remain at the PFS-7 level 
and in the position of MPE mechanic. ^ 

a. The MPE mechanic, PFS-7 should be required to perform maintenance 
on at least two types of MPE equipment, and, in addition, be re- 
quested to learn a third type of equipment containing more so- 
phisticated control circuits. . ^ 

b. The MPE technician, PFS-8 should be required to perform mainten- 
ance on at least three types of MPE equipment, and in addition, 

be required to become highly skilled at the maintenance of electro- 
mechanical control circuits. 

c. As required, especially in the small offices, the MPE mechanic 
should be required to maintain two to four types of non-MPE 
equipment .* 

Problem ^^8 ,Lack of Pay Comparability for MPE Mechanics 

1. MPE maintenance^ positions should be up-graded by one grade based on 
^a re-exami;nation of skill and knowledge requirements for MPE me- 

» chanics. 

2. MPE maintenance positions should be periodically evaluated and their 
PFS-levels be adjusted in accordance with latest job requirements. 

Problem Need for .Full Utilization of MPE Mechaivics 

1. Journeyman' mechanics should be given specific primary and secondary * 
responsibilities. 

a. The primary responsibilities should be described in terms of 
the major types of MPE equipment which the mechanic will bo re- 
quired to maintain. 

b. The secondary responsibilities should be described in terms of: 

(1) maintenance duties relating to the performance of less 
demanding types of maintenance (RPMs) on additional types 
of MPE equipments; or 

(2) maintenance duties on non-MPE equipments. 
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■ INTRODUCTION AND METHODOLOGY 

Introduction 

The major objectives, of Task MPE were (1) to develop impro^i^ed examinations ^ 
for the selection of MPE (Mall Processing Equipment) maintenance personnel; and 
(2) to devise recommendations regarding the classification of MPE maintenance 
positions^ ^ As defined in the POD Maintenance Man^^ement Handbook (MS-10) mail 
processing equipment ihcludes the n^w mechanized equipment such as the Tray Trans- 
port System, the Parcjsl , Post Sorter machine, the Bulk Conveyor System, the Mark II 
Facer-Cancel^rs and the semi-automatic Letter Sorter. , Task MPE was divided into" 
two major subtasks which were conducted concurrently and in. close cooperation with 
each other. One subtask dealt with the development of new entry and promotion ex- 
aminations for MPE mechanics. The results of that subtask are presented in other, 
reports.^* ^ * * 

This report is based on the subtask on classification which was concerned pri- 
marily with developing suggestions regarding the restructuring and re-evalUatibn 
of the job positions within the MPE maintenance organisation. Recommendations also 
were developed regarding the.in-house training of and the career develppment of the 
MPE mechanics. , ' ^ 

,The major products contained wiit;hin this rjf port are: 

^(1) A series of Qrecommend^tiohs regarding a maintenance, carreer -ladder and ^ 
promotion criteria for "MPE mechanics * ' ' ^ 

V'^ (2) Sample job des^criptions describing^ the^ proposed duties and responsibil'- 
ities for MPE and assoc^'iated mechanics (Appendix A) * - 

(3) 'Recommendations ; regarding ah apprejiticesMp' program for, MPE mechanics 

(4) A Job Analysis and^Job Evaluation Form which can be used by managers : 

and "Compensation Officers .to obtain detailed job de'scriptions for existing 5f ^ 
new maintenance positions Appendix B) 

The major 'findings of the study are discussed within a description of nine ^ 
problem areas which typically exist withiij most field office maintenance depart*-' 
men*^. . : ' . . 

Methfld of Information-Collection - « 

• , 'The findings and recommendations of this T'eptort are based on the , following . 
information sources : \ ^ • , ^ 

(1) Interviews with maintenance personnel from«17 mechanized postvoffices 
(the names of these offices are included as Ap^mdix C) . 



^ *1rhe Development of Postal Maintenance Examinations (tent^a^ive title), by 
A. J. McKnight, et al.. Human Resources Research .Office, The George Wash- 
ington ^University ' (in preparation). ' " 

^ Analysis of Postal Maintenance Jobs (^entative title), by A. J. McKnight, et 
al.. Human Resources Research Off ice, ^The "George Washingt^on University (in 
preparation). . ^ , 
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(2) Maintenance Activity (Questionnaires administered to over 1,000 mechanics 
in the mechanized offices and used to ^determiile the job duties of postal equipment 
mechanics. . . 

(3) Maintenance Supervisor Activity Questionnaires completed by Poreman, MPE 
mechanics at 17 mechanized offices and used to determine the duties, of MPE ma*^^ » 
tenance foremah. ^ ' , J 

(4) Maintenance Assignment Checklist completed by Foreman, MPE Mechanics at 
the 17 surveyed offices and used .to determine present job assignment practices. 

(5) Job Evaluation Questions (Appendix D) used by MPE maintenance for em a^n 
to re-evaluate existing MPE maintenance positions. 

(6) Discussions with Post Of f ice^e.partment personnel from the Employment 
and Placement Division, Bureau of Personnel; Compensation Division, Bureau of 
Personnel; and Maintenance Divisio^i, Bureau X)f Facilities. , . ^ 

(7\^ Analysis of material presented in Post Office Maintenance Handbooks-^- ^ 
the MS Series, the Personnel Handbook, P-1, and the Postal Manual. . 
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MAINTENANCE PROBLEM 'SreAS 



The major fiAdings of this studjlhave been incorporated into a discussion of 
nine problem areas which typically ai^ ^ found ^t mechanized offices'. Following the 
discussion of each problem brief ^descriptions of recommended solutions ar^-pre- 
sented. In another section of ^e* report the reconinendations are discussed in 
greater detail. The problem areas discussed in tfeis section are: 



Problem #1 
Problem #2 
Problem #3 



Decreasing Manpower Pool of Potential MPE Mechanics 
Lacl^ of Distinction Between MPE-6 and MPE-7 Mechanj.cs 
Need for aftyMPE Mechanic Career Ladder 



Problem #4 Need fcg: Improved Entrance and Promotion Examinations 

— ■ : — • 

Problem #5 . Need for an MPE Mechanic Apprenticeship Program 

Problem #6 Need for an "In-House Training System for MPB^Mechanics^ v 
Problem #7 Need for Guidelines Regarding Specialization by MPE Mechanics 
^Problem #8 Lack of Pay Comparability for MPE Mechanics^ ~ 
Problem #9 Need for Full Utilization of MPE Mechanics 

Problem #^ Decreasing Manpower Pool of Potential MPE Mechanic 

The Problem :. There is d decreasing number of postal personnel ^qualified to 
enter the equipment maintenance force, and it is projected that post offices will 
experience increasing difficulty in staffing their equi^pmfent maintenance depart- 
ments from within. , ' 

Background Information : When a typical post office was first mechanized,^ 
there were a number of persons on the maintenance force and in the cle^k and 
carrier crafts who were interested in, and who had the potential fp^^y becoming " 
first rate mechanics. At most offices this manpower pool had to be^ Supplemented 
by experienced mechanics procured from*outside the post offi&e--mi/litary retirees 
afid mechanics seeking steady employment. Tliese persons were able to pass the MPE 
, en trance, examination' easily and upon entry into the maintenance force were readily 
able to learn to mainjtain most if not all MPE equipments. Ln many o^ the larger' 
offices this majipower pool", which has been quite stable for some years, is nearly 
exhausted. Even in some of the smaller offices the eligibility register contains 
few persons who appear to haVe the qualifications to become accej^table MPE me- 
'Chanics . >^ , . 

There are increasing indications that clerks and carriers are less in'clined 
to transfer into the maintenance force; the clerks and carriers often can make 
more money ^through overtime work than they could by becoming part of the mainten- 
ance force. In addition, at most offices there are Helpers and general mechanics 
on. the^maintenance force who could not pass the MPE entrance examination and there- 
fore are not eligible to become MPE mechanises.. These persons pexmanently fill 
'^apprentice- level** positions. ^ ^ 

Recommendations : Later sections of this report contain recommendations which 
should increase the potential pool of MPE mechanics. These recommendations in- 
clude: (1) in recognition of the^igh skill and knowledge requirements for MPE 
mechanics, raise the PFS-level of these positions by one PFS-level; (2) provide 
training programs and. procedures whereby, at each office, interested persons can 
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prepare themselves fpr the MPE examinatiipns ;[ (3) develop an apprenticeship training 
program for new MPE^ mechanics ; and/ (4) provide for automatic promotion following 
successful completion q^J each/ stage of development in ^he apprenticeship training 
program. ^ ' ' \ ' 

> /: ■ \ ■ 

Problem #2 Lack of Distinction Between and MPE-7 Mechanics 

The Problem : in many mechanized offiges there i's ^practically no distinction 
* between the duties and capabilities of MPB-6 and MPE-7 mechanics . ^This has led 

* ■ to considerably dissatisfaOTion on the part of the MPEf6 mechanics. ^ 

Background Informations According to POD job d^cript ions, the MPE-6 mechanic 
ban perform preventive maintenance and can ^roubleshdbt and repair the less sophis- 
o ticated MPE equipments or portions thereof. .The MPE-7^ mechanic is described as a 
skilled troubleshooter who can perform the mdre complicated types of troubleshoot-' 
ing^ repair or fabrication. In addition, the formal inspection of equipment is 
supposed to be "reserved for the MPE-7 mechanic or the m^ntenance foreman. ^Iso, 
the MPE-7 mechanic is supposed to function as a worker-leader or crew chief when 
the need arises. 

^ , In practice an equipment breakdown problem usually is as$igned first to an 

MPE-6 mechanic with the insti^uctions that if he cannot hanale the problem within 
15-30 minutes, he should report back to his foreman. The f^Dreman then assigns 
an MPE-7 to the task or tries to handle the problem himself/ As a result of 
this assignment practice an MPE-6' eventually learnt to troubleshoot and repair 
practically all portions of a particular type of MPE equipme^^ and sometimes be- 
comes more skilled at this than the MPE-7 mechanic' Moreover^ a high percentage 
of mechanical failure-s are not very difficult po locate and c6^rect and therefore 
usually can be performed by a reasonably proficient MPE-6 mechanic. 

It seems reasonable ta expect the MPE-7 mechanic to maintain a wider variety 
of equipments than can the MPE-6 mechanic. In practice, however, such a require- 
ment seldom exists. In the smaller mechaj|^ed offices both MPE-6s and MPE-7s 

* often are older and experienced men who a wide variety of maintenance skills 
and who have learned to maijitain practically all types of postal equipment. In * 
addition, both MPE-6s and MPE-7s may be competent on plant "equipment such as air 
conditioners, adr handling units, and elevators. A' quite 'different situation 
exists within the larger offices. In these offices either the MPE-6 or the MPE-7 
or both may. b^ skilled pn only one or two pieces of equipment, and in effect may. 
be a rather , narrow maintenance specialist. This specialization ^may even exist * 
for the maintenance foreman. 

With respect to the performance of equipment inspections, there seems to be 
little consistency in practice from office to office, and in the smaller officers 
it is fairly common to assign this activity to an MPE-6 mechanic. 

.^/During this stuUy an attempt was made to identify maintenance actions, skills 
or knowledges which distinguished the MPE-6 from the MPE-7 mechanic. As deter- 
mined by tests of electro-mechanical ma,intenance it does appear that the MPE-7 
mechanic is necessarily more skilled and knowledgeable than the MPE-6 mechanic*, 
in terms of present job assignment practices there appears to be little distinc- 
tion between the MPE-6 and the MPE-7 mechanic. It is recommended that increased 
efforts be made to develop clear distinctions between maintenance' positions,. In 
particular, as the mechanic moves up the career ladder *he should be required to 
act^uire a greater maintenance capability and to assume broader responsibilities. 
^ Also, iob assignments should be made in accordance with the requirements and ex- 
|)ectations for each job position and grade level of mechanic* 

V Recommendations : Recommeifdations bearing on the above problem involve *the. 
re^s^tructuring of the job duties of higher level mechanics so that they are re- 
quired to perforin the more difficult maintenance actions and to perform these 
actions on a wider variety of equipments. The intent of these recommendations 
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is to prevent mechanics from becoming narrow specialists -wn the one hand, and on 
the other hand to prevent supervisors from requiring too much of^'.their mechanics. 
Specific recommendations include the following: (1) that MPE-6 mechanics be able 
to perform all maintenance on two types of MPE. equipment and that MPE-7 mechanics 
be able to perform all maintenance on three typefe of MPE equipment; (2) that the 
primary and secondary responsibilities "of each MPE mechanic be described in terms 
of tho^e equipment's which he must learn how to maintain; and (3) that these re- - 
^sponsibilities be specified in the individual mechanic's job description. It is 
assumed that these requirements will be different for different mechanics. This 
can ensure a full maintenance reaction capability on each tour, if required. 

Maintenance job positions can be defined to establish distinctive differences 
• between them. However, these differences cannot be maintained without the full 
cooperation of maintenance supervisors. In particular, maintenance foremen must 
be willing to assign to each mechanic only those duties and responsibilities which 
are specified in the mechanic's job description. 

Problem #3 Need for an MPE Mechanic Career Ladder 

The Problem : In the MPE maintenance force there is no well-defined career 
ladder. Promotion requirements and potential, vary widely from office to office 
and, except for seniprity, criteria for promotion are seldom clearly specified 
and/or utilized. 

♦ 

Background Information : Generally, the advancement potential for an MPE 
mechanic^. is limited. He can advance from MPE-6 to MPE-7 and then to MPE-Foreman 
but the opportunity for a4vancement is usually rare. Many mechanics feel that 
advancement to the foreman position is not worth the additional supervisory re- 
sponsibilities nor the usual necessity for shifting to a less desirable tour. 

Depending on the office he is in, an MPE-6 mechanic may be required to main- 
tain only one or two pieces of equipment, or most if not all MPE equipments. 
" However, his chances for promotion are not "closely related to his skill or 
breadth of ability. Rather, advancement seems most closely related to his se^ 
niority, the number of allotted maintenance slots and the retirement or dropout 
rate of fellow mechanics. In rare instances, a mechanic can be promoted to 
elevator mechanic, area maintenance officer, or a maintenance training officer. 
However, the probability of such an occurrence and the manner in which a mechan- 
ic should prepare himself for it, seldom ii clear. 



revised maintenance organization with new job descriptions has been developed 
and rules fbr promotion have been prescribed. These are discussed in the sec- 
tion of the report .titled '*Re-structuring of' MPE Maintenance Department Jobs". 

Recommendations : It is recommended that a maintenance career ladder be 
established which ranges from the PFS-4 helper position to the position of 
general foreman, MPE mechanic at the PFS-12 level. Specific recommendations 
incorporated within this career ladder concept include: (1) that two appren- 
ticeship positions be established at the PFS-5 and 6 levels, and that three jour- 
neyman positions be established at the 7, 8 and 9 PFS levels; (2) that promotion 
from the apprenticeship 5 to the apprenticeship 6 level be automatic following 
successful completion of the first portion of apprenticeship training; (3) that 
^ successful completion of the second stage of apprenticeship training be followed 
*^ by automatic promotion to the PFS-7 level; (4) that the essential difference 
between the PFS-7 and .PFS-8 level positions be in terms of the requirement that 
the PFS-8 mechanic become a maintenance expert on a wider variety oi MPE equip- 
ments; (5) that the PFS-9 position be designated an electro-mechanical mainten- 
ance technician position and incumbents required to be the office expert on at 




ir 



4 



i 



7 



19 



ERIC 



at least two types of MPE equipments; i6) that persons failing the MPE appren- 
ticeship training program be offered the opportunity to remain in the mainten- 
ance force as a general mechanic, PFS-5 (This offer, would be based on a super- 
visory evaluation that the person in questp^Sti was capable of maintaining lesser 
sophisticated electro-mechanical equipment)*;.- and (7) that a senior general mechan- 
ic position be established and filled by meQha^)ics who have shown exceptional 
ability to maintain electro-mechanical equipment even though they cannot meet 
MPE mechanic test entrance requirements. These recommendations are discussed- in 
more detail later in the report. * ' .; 

Problem #4 Need for Improved Entrance and Promotion Examinations * 

The Problem : Currently, a three part entrance examination is used to qualify 
POD mechanics at the entry level. This examination is in need of revision Xo ftfike 
it more work-relevant. In addition, promotion^ qualification examinations need to 
be developed since presently there are none. 

Background Information : A major objective of Task MPE was to revise the main- 
tenance entrance examinations. New entrance examination's have been developed and 
promotion testr have also been developed. At present, if the. potential mechanic 
passes only the mechanical portion of the three-part entrance test (mechanical, 
electro-mechanical, electronic) he is eligible to -b^ecome a general mechanic. If 
he passes all three portions of the test he is eligible to become an MPE mechanic. 
At ^H?e-s^t there are no tests to determine a person's qualifications for promo^tion 
from MPE^^&^o MPE-7. There is an MPE foreman qual^icat ion -examination; this has 
been reviseStv^ part of Task MPE. 

Task MPE has developed an apprenticeship test (The Apprentice Examination) 
which can be used to select persons for entry into the maintenance force as 
general mechanic or as apprentice MPE mechanics. An intermediate or sub journey- 
man test (The MPE Mechanic Examination) has been developed which can be used to. 
assess the promotability qualifications of present MPE-5 mechanics, orNio deter- 
mine the promotion qualifications of advanced MPE apprentices (PFS-6) to MPE 
Mechanic, PFS-7 (Proposed Grades) . A journeyman test (The Senior MPE Mechanic 
Examination) has been developed which can be used to determine qualifications 
for promotion- from MPE-6 to MPE-7 (Present Grades) or from MPE-7 to MPE-8 
(Proposed Grades). Finally, a new supervisory qualification test (The MPE 
Maintenance Supervisor Examination) has been developed. These tests along with 
supervisory evaluations and an apprenticeship ti;aining program can provide a 
more objective-mean^ for evaluating a mechanic's qualifications for advancement; 

The development of, and reco;mnendations regarding the use of, entrance and 
promotion maintenance examinations are fully discussed in another MPE report^. 

Recommendations : It is recommended that: (1) passing the apprenticeship 
examination be one requireijj^ent for admission to the maintenance force' as an MPE 
apprentice or ars a general mechanic;- (2) passing of th« MPE Mechanic Examination 
be one requirement for advancement from MPE apprenticeship to MPE mechanic (PFS-7) 
(3) passing the Senior MPE Mechanic Examination be one requirement , for promotion 
from MPE Mechanic (PFS-7) to senior MPE mechanic (PFS-8) . Thesei recommendations 
are based on the' proposed atnew MPE job positions and grade structure described 
lat^r in the report.* 



The Develi^opment of Postal Maintenance Examinations (tentative' title) , by 
A. J. McKnight, et al.. Human Resources Research Office, The^George Wash- 
ington University (in preparation). 
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It is extremely^ difficult to develop a paper and pencil examination which can 
satisfactorily assess . ability to perform or to learn equipment maintenance. A 
performance .examination would be a more suitable assessment device. A still 
better procedure would be to put potential mechanics through an apprenticeship 
program because an apprenticeship program is, in effect, a lengthy performance 
test. The four new maintenance examinations developed as part of Project MPE 
are a definite improvement over what currently exists. However, even these new 
mainfeoance examinations should eventually be replaced by a structured performance 
^^ estir yg program. Such- ai testing j)rogram could be incorporated into the apprentice- 
slnp'Training program arud could also be used to determine the promotabi lity of 
journeyman mechanics. 

Problem #5 Need for an MPE Mechanic Apprenticeship Program 

The Problem : There is a need to develop a formal apprenticeship program to 
train new MPE mechanics, to determine which apprentices have the capability to 
become journeyman MPE mechanics, and to qualify them for fpll career progression. 

Background Information : During this study many maintenance foremen and super- 
visors expressed interest in a formal apprenticeship program for mechanics. Cur- 
rently the method of training new mechanics varies widely from office to office. 
Specific guidance and goals or standards to be met do not exist. At the larger 
offices something approximating a standard three to six months apprenticeship pro- 
gram occasionally is conducted. At* the smaller offices, a ne^ mechanic is taught 
on the job by other mechanics or by his foreman. 

Currently, MPE mechanics go through a 90 day probationary period during which 
their potential is evaluated by their supen/isors. Most maintenance supervisors 
indicated that it i^ extremely difficult tcjf evaluate the potential of a new me- 
chanic within this 90 day period. Rather, fthey wished to see* this probationary 
period extended to a minimum of six months and preferably to 12 months. This 
extension can be accomplished effectively through a formal apprenticeship program. 

Recommendations : It is recommended that a two stage apprenticeship training 
program for MPE mechanics be established. The specific recommendations associated 
with this program are: (1) entrance into MPE apprenticeship program would be based 
on -passing the Apprentice Exam'ination or a four/j^ear demonstration of electro- 
mechanical maintenance capability at the" genera liffeShanic level; (2) the trainee 
would serve a six month apprenticeship*^jit the PFS-5 level during which he would 
be taught to perform routine preventive^ maintenance (RPM) and repair on at least 
one type of 'MPE equipment; X3) based on a satisfactory supervisory evaluation, 
the apprentice, at the end of six months, would be eligible for promotion to the 
PFS-6 level; (4) during a second six months the advanced apprentice would learn 
such things as how to read schematics and engineerijig drawings and how to perform 
routine preventive maintenance and repair on additional pieces of MPE; (5) at 
the end of a 12 month period, the apprentice would fbe eligible to take the MPE 
Mechanic Examination and would be evaluated by his Supervisor with- respect to 
his ability to repair and 'perform routine PM on the equinnfcnt covered by the 
apprenticeship program. Passing the examination and redmpt of a satisfactory 
supervisory evaluation would result in automatic promotion to the PFS-7 Junior 
Journeyman level. 

It would be expected that some apprenticeship trainees would noX ^demonstrate 
pQte'ntial for becoming satisfactory journeyman mechanics. These trainees could 
be given the option of returning to their formfer POD positions. As an alternative 
they could be allowed to remain in the maintenance force as general mechanics pro- 
vided they were evaluated as having suitable mechanical maintenance skills and 
knowledges to serve in that position. 

At almost every mechanized office there is' one or more mechanics who are con- 
sidered quite capable even though they have not been able to pass the MPE entrance 
exam. Also, at many of these of fi'ce^ instance? can be cited where people have 
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entered the maintenairce force after scoring high on the entrance exam and yet have 
demonstrated little ability to work on actual equipment. Both of these situations 
are \indesirable. > 

A short range solution to the problem could be based on the combined. use of 
the newly developed maintenance examinations and an apprenticeship program. Per- 
sons entering the maintenance force could be required to pass the Apprentice Exam- 
ination and then progress through the- "^apprenticeship program. Near the completion 
of their apprenticeship they would be required to pass 'the newly developed MPE 
Mechanic Examination. 

, For those general mechanics now within the post office and who have not been 
able to pass the present MPE examination, a different ^approach could be followed. 
The general mechanics could ^be administered the new Apprentice Examination and if 
they obtained a passing score they would be allowed to enter the apprenticeship* 
program. Those who could not pass the Apprentice Examination, but who had demon- 
strated their maintenance ability would, on the basis of supervisors recommendation, 
be allowed to enter the MPE apprenticeship program'. Here they would have a year in 
which to demonstrate that they could learn to "maintain additional types of MPE 
equipment U^^d could learn the'sHlls and knowledges required to pass the MPE Me- 
chanics Examination^ 

Using the alcove procedures persons who are able to pass examinations 'but not 
necessarily able to maintain equipment would receive the same one year apprentice- 
ship program. Thia would provide enough time to evaluate properly their mainten- 
ance potential. 

A long range solution to the above problem wouldJaiubiW eliminating, wherever 
possible, the use of paper and pencil examinalTTmvs'r Equipment maintenance^qrform- 
ance examinations could be prepared and entrance into the apprenticeship program 
as well as all subsequent advancements could be based on demonstrated capability. 

Problem #6 Need for an In-House Training System for MPE Mechanics 

The Problem : Most post offices do not have the material nor the facilities « 
to conduct a complete training program for mechanics. This situation should be 
improved because, in the future, post offices will have to make an increased 
effort to train their own mechanics. 

^ Background Information : The Post Office Departmerit has become aware of the 
need for providing training and technical material to its maintenance force. 
Maintenance handbooks have been developed, for major pieces of postal equipment. 
Training programs have been ^developed for these equipments and a pilot study has 
been initiated to determine the feasibility of providing self^study training 
material for mechanics. These efforts have established a favorable trend which 
if continued should provide the moans for upgrading post office mechanics. In 
particular, it is desirable to provide materi-al which can be used by helpers, 
general mechanics, and clerks and carriers to prepare, themselves for •the mechanic 
examinations. It may well be that a "fairly high percentage of helpers and gen- 
eral mechanics can qualify as MPE mechanics provided that they are given adequate 
opportunity to increase their understanding and- skill regarding the maintenance 
^ of electro^^mechanical equippient.* It is not recommended that entry qualifications 
into the MPE appren^ticeship program [should be .lowered. Rather, the opportunity 
for meeting .these entry requirements shouH bo increased so that with some 
exceptions those persdns who have the, desire and capability to do so can even- 
tually meet the MPE entry requirements. 

Journeyman mechanics often have to learn on their own how to maintain certaiA^ 
postal equipment. This may be because no* school exists for that equipment or 
because the mechanicdoes not have an, opportunity to attend the school. In any 
case it is desirable, for major types of postal equipment , ^to prepare self-study 
trauning packages which can* be placed in office libraries. The tfaining packages, 
with a^) integrated progress testing system would provide the means by which the 




the mechanic could meet promotion qualifying standards. Some 
during the working day should be provided for the self-study of 
this material. 

Recommendations : The recommendations regarding tjie dievelopment of an appren- 
ticeship training program are highly relevant to the above problem. In addition, 
providing self-study training material to be placed in libraries at the local 
post office is a very practical and effective approach. These packages can 
provide the training guidance, goals and standards required by the apprentice- 
ship program. 

Problem #7 Need for Guidelines Regarding Specialization of MPE Mechanics 

The Problem : Arr some offices MPE mechanics specialize on one or two types of 
equipment. At other offices mechanics must learn to maintain a wide variety of 
equipments. There are no clear guidelines regarding maintenance specialization 
and therefore the duties for similar job positions may vary widely both within 
and between offices. The result is **equal pay for unequal work**. 

Background Information : According to his job description an MPE mechanic 
sl}ould be able to maintain all MPE equipment, and, in addition he may be asked 
to maintain other types erf non-MPE equipment such as electric trucks, elevators, 
and twine and wiring tying machines. This is too broad a 'requirement; it is 
doubtful if any one mechanic can become expert at maintaining all types of MPE 
equipments. Further*, diverting the MPE mechanic from MPE maintenance tasks 
results^'in: (1) "inefficient utilization of manpower; (2) disruption of planned 
MPE maintenance schedules; (3) dilution of the MPE mechanic's capability to 
maintain sophisticated MPE equipment; and (4) disgruntlement on the part of 
the MPE mechanic. At the other extreme, in the larger offices there is a tend- 
ency foi" a mechanic to be assigned to only one or two types of equipment. In 
such offices, aside from intrinsic revvards, there is no reason for a mechanic 
to exert himself to learn how to maintain a wide variety of equipments. 

There. is no present requirement that an MPE mechanic PFS-7 be able to 
maintain a wider variety of equipments than thO MPE mechanic PFS-6. Rather, 
the MPE-7 mechanic is supposed to be able to perform the more sopjhisticated ^ 
types of maintenance. In practice this distinction does not exist because, 
through consistent assignment of a mechanic to one type of equipment, that 
mechanic eventually learns how to perform all types of maintenance on that equip- 
ment. Conceivably MPE and associated equipment could be divided into two cate- 
gories representing relatively simple and relatively complicated |MPE equipment 
respectively. The MPE-6 mechanic then could be assigned to maintain equipment 
in the relatively simple category, reserving the more, complicated MPE equipmeat 
for the MPE-7 mechanic. At^present there is a, slight tendency towards this 
approach in practi^, but there is no formal policy pertaining to it. 

It would bo appropriate to arrange* job position requirements so that the 
higher grade positions would require the ability to maintain more complicated 
equipment and to maintain more types of equipments. This conqept has been in- 
corporated into the career ladder recommendations and the recommended job de- 
scriptions pTiDvided in this report. 

It is proposed that the junior apprentice learn to perform routine px'e- 
ventive maintenance (RPM) , adjustments, and troubleshooting and repair actions 
on one relatively simple type of MPE equipment. ^The advance MPE apprentice 
would learn RPM, troubleshooting and repair actions for a second typQ of rela- 
tively simple MPE equipment. At the end of his apprenticeship the trainee 
should be able to handle all but the most complicated troubleshooting problems 
on two types of MPE equipment. IVhich MPE equipments each apprentice learns to 
•maintain could be left to the discretion of management. 
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Because of the nature of the apprenticeship training, the 7-level MPE 
journeyman would be able to perforin all maintenance on two of the major types 
of MPE equipment. The PFS-8 MPE mechanic would be required to perfom all 
types of maintenance on three major types of MPE equipment. Maintenance on 
the third type of MPE equiplent would be learned as part of the PFS-7 job re- 
quirements. The 9-level MPE te.chnician wquld be the jnaintenance expert for his 
post office on at least two types of MPE equipments. 

Recommendations : it is reconroended that different PFS levels of maintenance 
positions be distinguished partly on the bas\iLS of requiring higher-level positions 
to maintain a wider variety of MPE equipments. Secondly, it is recommended that, 
the Post Office Department develop and publish a suggested list of MPE equipments 
and/or equipment components which should be maintained by junior mechanics. 

Problem #8 Lack of Pay Comparability for MPE Mechanics 

The Problem : There is evidence to suggest that the pay levels of MPE me- 
chanics are lower than those for mechanics performing similar work in non-postal 
agencies. \ ' 

Background Information : Many mechanics interviewed during this project felt 
that they were underpaid. Those who had been in the postal service 10 or'more 
years usually felt that it was not to their advantage to switch to outside em- 
ployment. There is some^ reason to believe that the position of post office me- 
chanic is becoming less attractive to the younger postal employees. ,For example, 
informal evidence suggests that it is the young' MPE mechanic who leaves the post 
office after one or two years of service on the maintenance force. In addition, 
there is tentative evidence that it is the young mechanic who is tneeting^the en- 
trance requirements for electronic technician positions and who after receiving 
his post office training, leaves the postal system. 

The degree to which the MPE mechanic's pay is comparable to his outside, 
counterpart depends upon a number of factors, some larger cities such as 
Chicago and Detroit there is much industry and mechanization and therefore the 
demand for mechanics is high. In these cities post offices have difficulty 
attracting and keeping good mechanics. In cities such as Washington, D.C. and 
New York there is a lesser amount of mechanization within the city limirs and, 
relatively speaking, the job of post office mechanic is a good one.» 

In comparison with the positions of clerks and carriers, the MPE-6 and 

MPE-7 mechanics may not benefit financially even though they are one or two 

grades- higher. This is because, with rare exceptions, mechanics i^eceive little, 
if any, overtime pay. 

The new MPE equipment places increased skill .and knowledge demands upon 
the post office mechanic. The mechanic's job is not nearly .as simple as it 
was sixteen years ago when the, postal system PFS levels wore established. The 
Conveyor Mechanic, Postal Machine Mechanic, . Letter Box Mechanic, Vending Machine 
Mechanic and the Carpenters, Painters, and Plumbers are all classified at the 
PFS-6 level, along With the MPE-6 Mechanic. In terms of complexity of assigned 
tasks and equipment, none of these necessary maintenance positions are comparable 
to the MPE mechanic. In all probability a re-examination of , all jobs within the 
post office would show that, equipment maintenance positions should be upgraded. 
This may apply to plant maintenance and autoipotive maintenance positions as 
well as MPE maintenance positions. 

During this study an attempt was made to estimat^ the extent to which the 
PFS levels of present maintenance positions should be upgraded. To do .this 
five equipment maintenance positions were evaluated using the job evaluation 
criteria originally used as an aid in estab-lishing the PFS levels. These 
criteria were not' especially appropriate to mechanic positions since they place 
too much emphasis on numbers of persons supervised and too little emphasis on 
• education and experience requirements.. In any case, using these criteria, and 




3 

while under close supervision, a total of 7 MPE foremen were asked to evaluate 
the positions of mechanic helper, general mechanic, MPE-6 mechanic, MPE-7 mechan- 
ic, and Foreman, MPE mechanics. The results of this evaluation suggests that 
the PFS level for each of the above positions should be raise'^d by one PES level. 
(See section titled "Classification of Post Office MPfi Maintenance Positions" for 
additional information.) ^ 

Changes in postal equipment and operating conditions will change the require- 
,ments of maintenance jobs and it would be appropriate to re-evaluate jobs in terms 
of these changes every few years. In some case? such a re-evaluation might indi- 
cate the need to downgrade a* position. For exarfiple, the new electronic technician 
position grade is based on the assumption that much training dnd skill is required 
to troubleshoot' and maintain electronic equipment. This is so at present, but 
may not be so in the future. Future electronic equipment might be designed to 
make it relatively simple to troubleshoot and to maintain. Conceivably, in the 
near future new postal electronic equipment could be maintained by a general me- 
chanic, utilizing automated malfunction detection equipment. 

Recommendation's ; Based on a re-examination of the skill and knowledge require- 
ments for MPE mechanics, it is recommended that MPE maintenance positions be up- 
graded by one grade. This^ recommendation has been incorporated into the proposed 
career 'ladder for MPE mechanics^ 

Problem if9 Need for Full Utilization of MPE' Mechanics 

The Problem : in small and medium sized mechanized offices it is difficult 
to keep mechanics .fully utilized unless they can be assigned to a wide variety 
of equipments and maintenance activities, 

' Background Information : From the point of view of the maintenance supervisor, 
it is advantageous to have mechanics who can maintain a wide^variety of equipments . 
^This makes it easy -to assign personnel to maintenance problems. Without mechanics 
possessing broad maiatenance capability the Director of Maintenance must make a 
more detailed analysis of his maintenance requirements and then staff each tour 
with special is ts in accordance with anticipated requirements for that tour. Whj.le 
the ultimate result of^this should be more efficient maintenance and utilization 
of personijiel, it. could require more personnel. 

In all but the largest mechanized offices maintenance personnel can be fully 
utilized only when they can maintain a variety of equipments. Typically an MPE 
mechanic will be asked to perform some type of maintenance on two or more types 
of MPE equipments. In addition, he v/ill.be asked. to perform maintenance on a 
number of small postal equipments and/or materiel handling equipments. In prac- 
tice a mechanic has both primary and secondary equipment maintenance responsi- 
bilities and it would seem appropriate to formally^ recognize this in specific 
job descriptions, but not in the standard position. 

Recommendations : it is recommended that journeyman mechanics be given 
specific primary and secondary maintenance responsibilities. Primary respon- 
sibilities would consist of specifying two or three pieces of MPE equipment for 
which the mechanic was fully responsible in terms of being able to ^perform all 
types of maintenance on that equipment. Secondary responsibilities migVit consist 
of two types: those relating to performing lefes demanding types of maintenance 
(RPMs) on additional types of MPE equipment; and those re.lating to th^ performance 
of maintenance on relatively simple non-MPE equipment, as required. * Such job te-« 
quirements would give fornial recognition to the situation which typically exists ^ 
within a maintenance force; any one mechanic is especially skillful on only one 
or two types of major MPE equipments but is adequate on two or more additional 
types of equipment. 
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Ereation -Qf New Job Positions 

Figure 1 shows the titles and PFS levels for those job positions which are re- 
commen^Jed for inclusion in an MPE maintenance department. At least three of these 
positions do not currently exist--the positions of Senior General Mechanic, MPE 
Apprentice, and MPE Technician. In addition, it is recommended that the position 
of Training Officer, MPE be established at the larger post offices. In any post / 
office without an MPE Training Officer the pertinent training activities . and re- 
cords responsibility should rest with the Directoi:;^ Office of Maintenance. The 
^establishment of these, additional . job positions wilT offer better opportunities 
for the career development of MPE mechanics, and satisfy the need for qualified 
personnel. ^ * *vl 

Primary versus Secondary Job Requirements 

There are a number of types of smdll postal equipment and materiel handling 
equipment which are repaired equally often by general mechanics and by MPE me- 
.chaixics. These equipments include the portable powei* conveyor, cancelling machines, 
tviile tying machines, wire tying machines, the mechanical portion of elevators, 
electric trucks and tractors, fork lifts, electric scooters, and clocks. These 
equipments are similar in terms of their relatively simple electro-mechanical 
characteristics. Such equipment should be maintained exclusively by general me- 
chanics. In addition, the mechanical portions of conveyors and sorters could be 
maintained by general mechanics. / ' • . 

In the larger offices there will be enough MPE equipment to keep MPE mechanics 
profitably occupied full-time. In smaller offices this might not be the case. In 
these smaller offices it would be desirable to assign MPE mechanics the secondary 
responsibility of maintaining certain pieces of non-MPE equipment. The more 
electro-mechanically sophisticated non-MPE equipment should be assigned to the MPE 
mechanic, reserving the remainder for the general mechanic or for otTier maintenance 
f)Ositions such as the postal machine mechani-c or the maintenance electrician. 

New Job Duties and Responsibilities • * ^ ^ 

.As discussed previously, it is difficult to distinguish between an MPE-6 and 
an MPE-7 mechanic, and it v/as suggested that the' requirements ^ for holding var- 
ious maintenance job positions should be more clearly specified. For the job 
positions shown on Figure 1, job descriptions have been prepared for all posi- 
tions except those dealing y^ith electronic maintenance and the general foreman. 
These position desc;ripti6ns are contained in Appendix A. In this section the 
important features of the general mechanic and ^PE maintenance positions will 
be summarized., * « 

N The position descriptions for helper and general mechanic are not substan- 
ti'ally different from those now used by the post office. As defined here, nie 
general mechanic is one who can^ perform most types of repairs on simple mechanical 
and electro-mechanical equipment, generally*, he is a person who has not met the 
qualifications to serve as an apprentice MPE mechanic. 

The position of Senior General Mechanic is a new position. Persons holding* 
this position would be backup troubleshooting and repair experts for simple 
mechanical and dlectro-mechanical' equipment. In essence, this position is a 



O 14 

ERIC , ^26 



RECOMMENEteD TITLES AND PFS-LEVELS FOR PROPOSED MPE AND 
ASSOCIATED MAINTENANCE POSITIONS 



General Foreman, 
MPE Mechanics 



Training Officer, 
MPE Mechanics 



# Senior 
Electronic Technician 



Foreman, MPE 
Mechanics 



Electronic Tefchnician 



MPE Maintenance 
Technician i 



Senior 
MPE Mechanic 



• Apprentice 
Electronic Technician 



MPE Mechanic 



Senior 
General Mechanic 



Apprentice 
MPE Mechanic 



General Mechanic 



Apprentice 
MPE Mechanic 



Mechanic Heljper 



Figure 1 



15 



reward for those few general meclianics who have der istrated outstanding mainten- 
ance ability and yet who have not been able to meet the MPE apprenticeship re- 
quirements.* 

Turning now to the MPE positions/ the MPE apprentice position is new and 
should serve a very useful role in the development of MPE mechanics. The 
apprenticeship position would consist of a year long training assignment divided 
into two phases of approximately six months e^ch^ In the initial phase the new 
MPE mechanic, PFS-5 would leam to perform RPM*s and simple troubleshooting and 
repair procedures on one of the simpler types of mail processing equipments--the 
LSM, the bulk conveyors, or the mechanical portions of the sack or parcel sorters. 

^ The apprentice would be expected to advance to the second phase within a ' ^ 
certain period of time, perhaps six months, or revert to the position of general 
mechanic, or leave the maijitenance force. The apprentice would receive a one- 
grade promotion to PFS-6 after demonstrating satisfactory maintenance capability 
on the MPE equipment just studied. During the second phase of his apprenticeship, 
the jtrainee would be expected to learn the RPM and simple troubleshooting and re^ 
pair procedures for a second type of mail processing equipment.' After approxi- 
mately six months of additional training, the apprentice would be expected to 
qualif/ttor advancement to the positipn of MPE mechanic, PFS-7 b>; demonstrating 
his capability on both systems studied during his apprenticeship.' 

The position of MPE mechanic (PFS-7) is faiMy similar to the current MPE-6 
mechanic position. Persons holding this position would be expected, at minimum, 
to be aMe to perform all but the most complicated types af troubleshooting and 
'repair activities on two types of MPE equipments. As a secondary job requirement 
they coulovbe expected to learn how to perform routine maintenance on three or 
four relatively simple types of postal equipment depending upon the staffing 
requirement of any facility. 

The positicrn of senior MPE mechanic (PFS-8) ^would be similar to the present 
MPE-7 mechanic except that the minimum requirements for the 'position would be 
raised. At a minimum, the senior MPE mechanic would be required to perform all 
types of maintenance on at least three ty^es of MPE equipments .to include at 
\least one type having. sophjLiticated electrical cdntrols--Letter Sorters or Mark 
Facer CancTelers. As conpeived here, 'the essential difference between an MPE 
mechanic and a s'enior MPE mechanic would be the ability of the senior MPE mechan- 
ic to trolibleshoot sophisticated electro-mechanical equipment and in pariticular, 
to troubleshoot and repair electro-mechanical control circuits. In addiikion^ the 
seljior MPE mechanic would be expected to be skilled at maintaining a]: letfst three 
tyttes of*MPE equipment while the MPE mechanic Would-be required to maintain only/ 
two\ types of MPE equipment. Also as required, the senior MPE mechanic wotf^d / 
function as a worker-leader or crew chief. In the small offices the senior'MPE 
mechanic might be the senior maintenance man on the first or third tours. \^ - 

)as part of his job responsibilities the MPE mechanic, PFSt7 would be ox- 

pecl^ed to study^and become qualified to perform maintenance on a third type 

of MPE equipment. The equipment would be selected jointly by the mechanic and 

his supervisor. ' ' 

*" * '• » 

cT)he position of MPE technician; PFS-9, has no existing counterpart. As 
conceived her^ this position would be> filled by a person who is highly quali- 
fied technically on at least three types of MPE equijSment.. This person would 
be his office backup maintenance expert. In his equipment specialities he 
would be expected to be more qualified than hi^ foreman. While he could nor- 
mally work the second tour he would be ,on call t.wenty-four hours a day. For 
equipments within his speciality, he* would be expected to oversee equipment 
relocation; oversee the installation of additional pieces of equipment; provide 
technical guidance and instructional support to the MPE training officer; j)ro- 
vide suggestions to and implement any equipment redesign^ suggestions authorized 
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by pie postal plarif^engineer. The MPE technician would .perform 'the formal equip- 
ment inspections- and/or would function as the 'equipment. maintenance quality con- 
trol expert. • ^ * . ' ' ' v 

-As conceived, here the foreman/ MPE mechanics (PFS-IO) ' lould perform similarly 
' to what is currently d.^scribed^£orVMPE forman;* it is proposed, however, thki the 
MPE foreman shoi^li be relieved of some of the technical duties which he nowlh 
Iij some offices the foreman is the backup maintenance expert for most, if not 
maintemance problems. When this is the case; the .for6man cannot properly carry 
out his supervisory activities. For this reason it is suggesteii that for those 
offices which h^ave more than 30 MPE and general mechanics, at least somd of the 
foreman»'s technician duties be assumed by the MPE technician. In the smaltef 
.offices Cu^derl 30 MPE mechanics and general mechanics) , it is suggested that^ 
this seiiior technician role be shared in the following manner: one MPE techni-' v 
cian position established to handle the two or three sophisticated- types of ) 
MPE equipment, and each MPE foreman -be required to become the post office expert^ 
on one or^two <Qtf tiie r^aining type^ of MPE equipments. * 

^ The position of maintenance improvement officer now exists in a few of the 
larger offices. Where they 'exist, these positions have an important training 
^ function. It would be appropriate to recognize thfes^ositions for what they 
ar^ and call them by 'the title of training officer, N(pE. It is recommended that 
this position t)e Established at all offices having,^ maintenance force of 130 
or more persons (see organizational charts associated with paragraph 1.531 of 
MS-10) ... / ' 

The position of training officer, MPE would be an extremely important posi - 
, . tion in those -offices which have a fairly l,arge turnover of. mechanics . In 
addition, the position can be established in those offices, (e.g. Detroit) which 
have been Assigned -as a training office for a particular type of MPE equipment. 
The duties and responsibilities for this position woulc|^be^ simila^r to those which 
the post office now prescribes f6r MPE training officers. , 

the positions of general foreman, electronic technician apprentice, electrqnic ' 
technician, and senior electronic technician are pcisitions which currently exist 
within the pojgt .office. These positions v|ere not studied as part of this project. 

Treatment of General Mechan ics 
% . 

It is difficult t-o est4>lish a reasbna^>le relationship between general me- 
chanics, , MPE mechanics and those other mechanics who make up the total/^ equipment 
maintenance force for a post office. " The Post Office Department has a vyide va- 
riety of relatively simple equipment which can be maintained by lessee skilled 
mechanics. ' ^ « ^ • ^ 

As intimated above (and discussed mare fully^ later in this report), the 
general- mechanic an,d th^ senior general mechanic would be petsons who could 
not meet MPE mechanic requirements.. Such persons might f^el more*^ comifortable 
♦^buried*^ somewhere in the MPE hierarchy than being exposed as a somewhalP^n^ 
spicuous offshoot. An alternative might be to paprcel out general ^mechanic 
functions among the mechanic helper^ and the MPE-7 mechanics. . 

The circumscribed nature of Proj'ect MPE permitted an identification of 
the '^general mechanic** problem butt; did pot permit a study of problems associ- 
ated with, other maijitenance job positions such as the mail box mechanic, the 
conveyor mechanic, the postal machines mechanic- and* the vending n^achine mechan- 
ic. In larger offices these "other" positions are located within the building ^ 
and^ equipn\pnt maintenance "section. » Xa the sm,aller offices both they and MPE po- 
sitions are integrated into a mechanii^a'l -maintenance section. A study which ex- 
amined all building and equipment maintenance positions within the post office, 
would undoubte^dly develop a mdre satisfactory schemje for handling general mechan- 
ics, and of . eoiirse would have the opportunity to examine and develop, career 
ladders jfor other maintenance positions . 
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MAINTENANCE CAREER LADDERS 



/ * 



. One of the main reasons for proposing the creation of additional positions 
within the MPE maintenance department is to establish a more definitive career ' 
ladder for MPE mechanics. The recommended career ladder for MPE mechanics is 
depicted in Figure. 2. ' » 

As seen from F«.gure 2 the MPE mechanic career ladder is divided into three 
t^ranches, a general mechanic branch (left side of the diagram), an MPE mechanic 
branch (center of the^ diagram) , and An electronic technician branch (right side 
of Figure 2). No attempt has been made to show the.- relation between MPE and 
other types of mechanics (small postal machine mechanics, for example) nor has 
an attempt been made to spell out the relationship between MPE mechanics and/ all 
of tl^e speciality mechanic positions which might exist in the larger f)ost off ioes . 
Rather, a relatively simple car^fer ladder lias been proposed which will fit most 
mechanized offices, - ' ' 

A new mechanic would begin His maintenance career as a helper, a general me- 
ch^anic or an apprentice MPE mechanic. He could enter the force as a helper without 
passing an entrance examination. Entrance requirements would be .identical to ' 
those pow employed for selection of- mechanic -'he Ipers , 

General Mechanic- Career Ladder ' ' 



Entrance into maintenance force as a general^echanic or as an apprentice 
would be contingent upon passing the newly developed apprenticeship examination. * 
This test of electro-mechanical skills and knowled^s does not specifically re- 
quire familarity with postal equipment. A high test\score would 'qualify the 
applicant for appointment to the MPE apprenticeship Arogram^ Persons -scoring 
less well could' be qualified to join the maintenance force as a general mechanic, 
assuming that, a slot was available. 

• -■" . • •%t^ 

In the larger offices it may be economical to have a fairly large force of 
general mechanics who perform maintenance on the simpler types of mech^ical 
equipment. In the smaller offices -this type of mainlienance can be performed 
by the MPE mechaijics. Assuming the existence -of a general inechanical force, an 
especially well qualified general mechanic would be eligible for propiotioh to 
senior general mechanic. Promotion would be based primarily on evidence of 
superior maintenance capability on simple mechanical and electro-mechanical 
equipment. The number of general and senior general mechanics might be in the 
order of five to one. ' 

Currently in many post offices there are one or more general mechahics who 
ha^e not been able to pass the entrance requirements to become MPE mechanics. 
It is suggested that those persons who have perfonfied' four years of satisfactory 
maintenance work be allowed to enter the MPE .apprenticeship program. .In this 
way they would be given the' opportunity to demonstrate, whether or not they can 
learn to be MPE mechanics; ' , • - 

MPE Career Ladder * 

Those persons wl)o" can pass the Apprentice Examination would be* eligible to 
serve as MPE apprentice. It is suggested that the initial phase of apprentice- 
ship training be for six months: During this time trainees would learn to main- 
tain one of the simpler type^ of MPE equipment. Successful completiojj^ of this 
six months of apprenticeship training would be based priiriaraly on supervisory 
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evaluation and* satisfactorily passing a technical test on the equipment studied. 
Success Would lead to an. automatic promotion to the PFS-6 grade. Those persons r 
who^ cduld not successfully complete the first phase of the apprenticeship program 
could be given the option of reverting to the position of general mechanic or of 
leaving the maintenance force. " 

The advanced apprentice wou^ld recei^^^e an additional six months of training 
during which he would learn to maintain a second type of MPE equipment. In 
addition, during the entire year of apprenticeship the trainee shoyld receive 
training on such topics as schematic reading and basic electricity. This would 
prepare? the apprentice to comprehend the technical material which he would be 
dealinp with as a journeyman mechanic. As evidence that he had learned this 
material to minimum standards he would be required to take the newly developed 
MPE Mechanic Examination at the end of his senior apprenticeship. Plad^sage of 
this examination,' a favorable supervisory evaluation, and a passing grade on 
a technical test covering ^the second -type of equipment studied during the ap- 
prenticeship would entitle the apprentice to automatic promotion to the PFS-7 
level and the title of MPE -inechanic. 

From time to time openings will becpme available for the position of seniji 
mechanic JdPE. It is recommended that promotion to thi^^-jprtys^ition be based \Ti\\ 
on the ability to obtain a passing' score on the^ewly developed Senior MPE Me- 
chanic Examination. Then the appointee should be ff4ven a certain period of timf^ 
perhaps three months, to learn his new, job assignjl(ent$ . If he shows evidence 
that he cgn indeed learn to maintain new and more sophisticated types of MPE 
ecjuipment then he can be. appointed permanently Ico the position of senior Iftechan- 
ic MPE. In short, it is recommended that a pos/ltion of s.enior mechanic, MPE be 
filled by the temporary appointment of an MPE mechanic. The appointment can 
become jiermanent after the temporary appointed demonstrates evidence' of suit a- / 
bility for liis new position. / \ ^ 

The senior mechanic, MPE would be expected to perform all types of mainten- 
ance, on at least.three types of MPE equipment. In addition, the senior MPE me- 
chanic* would be expected to function is a worker-leader'when that became desira^l^ 

The senior^ mechanic, MPE^wilT in gtll probability know at* least one or two^ 
piecp^ of MPE equipment especially" vrep, perhaps better thdn' any \other mechanic 
in/hi'a. office. Assuming that fte has evidenced this exceptional capability, he 
would be eligible for promotion to the position of MPE technician should that 
position be created or become vacant. In addition, the 3enior mechanic, MPE 
woui'd be eligible for promotion to foreman MPE> assuming^. that he met the super- 
visory examination test requirements^ and any other requirements established by 
the; POD. 

•To complete the career ladder, the MPE technician or the MPE foreman would 
be eligible for the position of training of/icer, MPE. Persons holding this 
position should have a demonstrated interest and: capability in teaching others. 
The i)osition of general foreman should be fill^ from the ranks of MPE foreihan 
or by a training officer who previously had been MPE foreman. 

For those offices eligible to have Electronic technician position^, these 
^positions should first be filled from the ranks of those journeyman MPE mechan- 
ics who have passed the- electronic examination. 

■ ? . 

According to the above career ladder all successful MPE'trainees would, as 
a minimum, be paid at the PTS-7 level. This is. in keeping with job evaluation 
data which was collected as part of -this ' study and whi^ will be described later 
on- 
One important factor to consider when designing a maintenance career ladder 
, is an estimate of the prpper numerical relationship between junior and senior 
mechanics. While this is a difficult judgment to make it is spggested here that 
the numerical relationship between MPE mechanic, senior MPE mechanic and MPE 
technician be on the order of ten to five to one. 
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As a final point, it should be stressed that it is not enough to develop 
career ladders and then fije them a'way in administrative manuals. These career 
ladders should be publicized; the rules for promotion should be publicized; and 
above' all, the promotion rules should^b€ administered in an objective and impar- 
tial fashion. A mechanic should know wSat his chances for promotion are and 
what he Bjus.t do to merit promotion. ' " , 

Distinction Between MPE-7 and MPE-8 Mechanics 

As conceived Here, the MPE mecfianic (PFS-7) would be similar to the present 
MPE-6 position. Persons in this position would be required to perform all main- 
tenance on at least two pieces of MPE equipment. These would be the electro- 
mechanical ly simpler types of MPE equipments. 

The senior MPE mechanic (PFS-8) positidn would be similar to the present MPE-7 
position. The' senior MPE 'iftechanic would be' expected to perform all maintenance on 
at least three pieces of MPE equipment. More importantly, the senior MPE mechanic 
would be ejected to fee capable of maintaining^ those equipments which have compli- 
cated electro-mechanic control circuits. 

The basic distinction between an MPE-7 and MPE-8 mechanic concerns the capa- 
bility to maintain electro-mechanical control circuits. This distinction could 
be maintained in one of two ways. The MPE-8 mechanic coulp maintain the electro- • 
mechanical control circuits of all MPE equipments leaving all other maintenance 
to the MP.E-7 mechanic. This altematiye is not favored by most maintenance super- 
visors because it divides maintenance responsibility between at least two persons. 
The favored alternative is to assign the simpler types of MPE equipment to the 
MPE-7 mechanic and require him to maintain all portions of the equipment. While 
serving as an MPE-7 mechanic the maintenance man would be given the opportunity 
^o learn to maintain the more complicated types of control circuits. This would 
prepare him fdr the position of senior MPE mechan;Lc. 



TRAINING OF MPE MECHANICS 

Apprenticeship Training 

Earlier in this report the study findings were discussed with respect to 
the need for an MPE apprenticeship training program. The Post Office Depart- 
ment already has recognized the need and has instituted certain pilot training 
programs which in part will meet this need. 

Apprenticeship training should be geared to produce mechanics who can meet 
specified job requirements. Therefore, one of the first apprenticeship program 
requirements is to specify the capabilities to be expected of the#rmechanic once 
he has successfully completed apprenticeship training. According to the career - 
ladder diagram shown in Figure 2 the successful apprentice mechanic would be pro- 
jTioted to MPE mechanic at the PFS-7 level. Persons in this job position would be , 
expected to perform RPMs and all biit the most complicated types of troubleshoot- 
ing and repair on at least two of the lesser sophisticated types of MPE equipments . 
Jhese persons would be expected to perform a wide variety of mechanical and elec- 
trical mechanical maintenance and would be expected to learn- how to troubleshoot 
electrical and electro-mechanical control circuits. In addition, the MPE mechanic 
(PFS-70 would be expected to pdmprehend the technical material related to his main- 
tenance assignments; to comprehend maintenance charts, wiring diagrams, schematics 
and drawings; and to be capable of properly employing all of the tool^^nd test 
'equipments required of his maintenance assignment. 

Upon entrance into the apprenticeship program the trainee would be expected 
to possess a certain amount of maintenance knowledges and skills. HoweAter, he 
mights have little capability to read maintenance diagrams or engineei:ing draw- 
ings, and his maintenance technical vocabulary might be limited. Also, he may 
lack certain maintenance skills and knowledges which are of special relevance to 
the jnaintenance of MPE equipment. And of course, he would not know how to main- 
tain MPE equipment. 

The goal of apprenticeship training should be to prepare a mechanic to per- 
form most of the mgiinte^ance on at least two types of MPE equipment and to com- 
prehend material associated with maintenance of this equipment. -An additional 
objective should be to teach the trainee basic knowledges relating to electro- 
mechanical equipment maintenance to prepare him to learn to maintain the more 
sophisticated types of ^jPE equipments. Also we have recommended that the ap- 
prentice be required to "pass the MPE Mechanic Examination before promotion to 
the position of MPE mechanic. Therefore, apprenticeship training should prepare 
the man for this test.^ 

Training Techniques and Procedures 

Some offices now have a type of apprenticeship training. These offices wait 
until they have openings for at least three or four mechanics, then the new me- 
chanics are taught as' a group for several weeks. This training is given on the 
Second tour and includes both on-the-job training and classroom instruction. 
Such a planned sequence of formal and on-the-job training is far superior to 
an informal training program consisting primarily^of on-the-job training. New 
training media such as programed instruction .and audio-visual methods should* ^e 
thoroughly explored and utilized in developing, training materials for all MPE 
equipments. 
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Promotions and Length of Training 

MPE foremen have indicated that it takes approxir[iately six to nine months 
before they can successfully evaluate a prospective MPE mechanic. Therefore, 
it is suggested that the length of an apprenticeship program be at least one 
yeal^.• ^>Fuj„thermore, it is suggested that training be divided into two six-month 
periods. During the first six months the apprentice would learn >to perform RPMs 
and simple troubleshooting and repair on a single type of relatively iin^<«)^hist id- 
eated MPE equipment. Also, during this period the apprentice would receive for- 
mal t^rain'ing or be required to take self-instructional training covering such 
topics as technical vocabulary, basic electro-mechanical circuits, and the under- 
standing and use of maintenance drawings and checklists. At the end of six months 
of training «ach app'rentice would be evaluated by a maintenance supervisor and/or 
a maintenance training officer. Those who were progressing satisfactorily would 
be accepted into the second apprenticeship training phase and promoted to the 
grade of PFS-6. . - 

During the second six months of training the apprentice would learn t,o main- 
tain a second type of MPE equipment and would attend- additional formal courses 
of' instruction ^nd/or be required to study selected self-instructional material. 
Towards -Ihe end of this period of training thb apprentice would take the MPp 
Mechanic Examination and would again be evaluated by a maintenance supervisor 
or a training officer. A satisfactory evaluation plus passing the maintenance 
examination would be the criteria for promotion to the position of MPE mechanic 
at the PFS-7 grade' level. 

The treatment of an apprentice who fails to pass the MPE Mechanic Exami- 
nation or to receive a satisfactory evaluation would be left to the discretion 
Of his maintenance foreman or training officer. He could be allowed to repeat 
one or more portions 'of the apprenticeship training, be allowed to remain in 
the maintenance force as a general mechanic or be asked* to return to his former 
position within the post office. 

As suggested earlier in this report it is difficult to assess maintenance 
capability through the use of a paper and pencil test^ Rather, mechanics should 
be evaluated on the basis of maintenance performance tests. The present written 
maintenance examinations used by the post office should eventually be replaced 
by a structured performance testing program which would be part of the apprentice- 
ship program and which aLso would be used to determine the^ promotability of jour- 
neyman mechanics. „ 

Apprenticeship Entry Requirements ) 

With one type of exception, all new MPE apprentice should bq^^-equired to 
have passed the Apprentice Examination. This test assess-es a pet^pn^s general 
skills and knowledges regarding the maintenance of electro-mechanical »equipment . 

Occasionally there will be persons who are judged to be capable or maintain- 
' ing MPE equipment, but who for one reason or another cannot pass the Apprentice 
Examination. It is recommended that these persons be assigned the position of 
general mechanic. After some period of time, perhaps four years, the general 
mechanic will have adequately demonstrated whether or not he has potential for ' 
becoming an MPE mechanic. Based on this 'practical demonstration and a favorable 
supervisory recommendation such persons coUld be allowed to enter the MPE appren^ 
ticeship program. These persons however, would be required to acquir? all the 
skills and knowledges necessary^ to meet the requirements for promotion from ap- 
prentice to MPE mechanic -- they Would have to learn to maintain two types of MPE 
equipment, and would have to pass the MPE Mechanic Examination. 

Helper and General Mechanic Training 

Currently mechanic helpers are not required to pass a maintenance aptitude 
examination, and general mechanics are required only to pass a mechanical apti- 
tude test. No change in these entry requirements is recommended. It has been ' 
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suggested that the mechanic helper be required ta pass the mechanical aptitude 
test. This is a possibility for further consideration. However, there always' 
will be a need for helpers who, although quite capable in that position, do not 
hav^ the capability for much, if any, advancement. Therefore, allowing the helper 
to enter the maintenance force should be based on the recommendation of maintenance 
supervisors. 

At present, helpers and general mechanics have little opportunity to prepare 
themselves for entry into the ranks, of the MPE mechanics. The post office has 
initiated a study which may correct this situation. In essence, the plan is to 
collect and to develop* training self-instructional material dealing with such 
atopics as elements of electricity, basic electronics, schematic reading, reading 
of engineering drawings, and so forth. These materials would be placed in all 
libraries of mechanized offices and helpers and general mechanics would be urged 
to use them for s-elf-study. 

Journeyman Mechanio Training 

At present there are no standard training procedures for teaching journeyman* 
mechanics how to maintain new or different types of MPE equipment. Often the 
mechanics, through on-the-job training or self-instruction, acquire the mainten- 
ance capability through their own study and initiative. For certain equipments, 
the Post Office Department has maintenance training programs to which mechanics 
can be sent. Usually mechanics sent to such courses already have been maintain- 
ing the equipment and are" sent to the course for further instruction dealing pri- 
marily with equipment troubleshooting." 

The Department has published maintenance series handbooks for most MPE equip- 
ments and the highly capable mechanic can use these handbooks to learn maintenance. 
In addition, most offices have borrowed or have developed graining material which 
can serve both for instruction and as job aids. 

For the major types of MPE equipment it would be most appropriate to develop 
'self-instructional training packages* Such a package was developed for the Letter 
Sorting Machine (LSM) by HumRRO, This work was performed as part of Task SABER^ . 
The task staff performed a maintenance analysis of the LSM and from this analysis 
developed a troubleshooting job aid manual which could be used both during training 
and on the job thereafter. In addition, the analysis led to the specification of 
instructional confelit and content sequence for the training program. Detailed 
lessoh plans, training aids, and handouts for the training program were developed 
and packaged in a self-instructional package. Study of such a package prior to 
attending the formal POD training program allows the formal program to concentrate 
heavily on pMrt^cal exercises and the more sophisticated troubleshooting proce- 
dures. The beginning portions of the package would be suitable for use during 
apprenticeship training and the entire package would be suitable for the local „ 
training of MPE mechanics. The development of self-instructional training packages 
for other types of MPE equipment is strongly recommended. 
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^ Task SABER: Demonstration of a System for Development of Post Office Equipment 
Maintenance Training, Robert C. ''^rexler and Patrick J. Butler. Human Resources 
Research Office of The George Washington University. ' * 
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CLASSIFICATION OF POST OFFICE MPE MAINTENANCE POSITIONS 

N * * 

Application of Job Evaluation Criteria 

In 1953 a contractor to the POD conducted a job evaluation study of 83 po- 
sitions which typically exist in field post offices. That study was performed 
as J an aid to the establishment of the ptesent PFS classification system. The 
study employed a factor-with-points system, and evaluated jobs on the basis of 
four factors: knowledge, responsibility > contacts, and physical requirement and 
environment. The factors and point distributions used were typical of those which 
have been successfully employed by many public and private organizations. The PFS 
grade system which. stemmed from that study has proved to be a useful and workable 
system. , * 

Changes in postal equipment and operating conditions do change the require- 
ments for maintenance jobs and every few yQars it is necessary to re-evaluate these 
jobs in terms of the changes. Thereforei in this present study, job evaluation in- 
formation was obtained for the positions of Mechanic Helper, General Mechanic, - 
MPE-6 Mechanic, MPfi-7 Mechanic, and Foreman, MPE Mechanics. The job analysis 
questions contained in Appendix D were used to collect the information. Each of 
these seven job analysis- questions is practically identical to one of the seven 
job evaluation questions used during the original 1953 evaluation of postal >job 
positions. For each job evaluation question the wording of the explanatory ma- 
terial, the number of, and the wording of the options were similar or identical 
to those used in the original study. 

The job evaluation bluest ions ,were asked of seven MPE foremen using the fol- 
lowing procedures : 

1. Each foreman was inte.rviewed separately by a HumRRO representative. 

2. The foreman was told that the purpose of the study was to obtain a 
better understanding' of the requirements of maintenance positions. 

3. The foreman was given a copy of the job analysis questions and asked, 
for each question, to do a comparative analysis of the five maintenance positions 
being examined. His responses were recorded on the answer sheet by the HqmRRO 
representative. 

4. For each question the foreman selected an option for the mechanic helper, 
then for the^general mechanic, the MPE-6, the MPE-7 and the foreman, MPE mechanics. 

5. Upon request clarification information was provided regarding the criteria 
which should be used when answering each question. 

In the original IP53 .study job evaluation options were converted into points 
using the tables contained in Appendix D. In this present .study, the same point 
system wa^ utilized. 

The results of this study are shown in Table 1 and the data are presented 
in Table 2. The point total or score for each job position wa? obtained by av- 
eraging the point scores- obtained by each of the seven foremen. 

The results of this study suggest that the five positions evaluated all 
should be raised by one PFS level . More important, this study demonstrated that 
the 1953 job evaluation criteria and procedures still are usable. With a small 
amount of additional effort certain ambiguities inHhe criteria could be eliminated. 
Thip then would provide a very useful tool for the periodic re-evaluation of all or 
portions of postal service job positions. 
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Pay Comparability (if MPE Mechanics * J 

Three years. ago MPE mechanics were clearly underpaid relative to their indus- 
try counterparts. Since then all PFS grades have been raised by'one grade and the 
pay for all PFS levels has been raised by approximately 5%. 

It has been Vecommended in this report that all MPE maintenance posifigns be 
raised by one PF^' level. In addition Congress is contemplating an across the board 
increase for postal employees of approximately 4.1%. If both events were to occur 
the result might be that MPE mechanics would be paid at a higher rate than their 
industry counterparts. To check on this possibility an analysis was performed using 
data supplied by the U.S. Department of Labor (see T^ble 3). 

Hourly wage survey data was averaged for the fourteen cities covered during 
the second task MPE survey of maintenance mechanics. The survey data was adjusted 
upward by. .04-6 for each month- of difference between 1 July 1969 and the month during 
which, the wage survey data was obtained. This is equivalent to an industrial wage 
escalation of approximately 5-6 per annum. The obtained and adjusted 'wage for the 
industrial positions of maintenance mechanic, maintenance electrician, millwright 
and automotive mechanic is shown in Tgble 3 along with the average hourly wages for 
each of these positions. / 

Table 4<^compares adjusted hourly wages for industrial maintenance positions 
with present and proposed hourly wages for the PFS levels of 6, -7 and 8. With the 
exception of the comparison betl^een the proposed salary for the PFS-8/Step 4 posi- 
tion and* that of maintenance mechanic, the comparison shows that even with a one 
grade increase plus a 4.1% across the board salary increase, MPE mechanics still 
would not be earning more than their industry counterparts, assuming an industrial 
wage increase of 5-6 per annum. 

Based on the proposed job duties and responsibilities foi; the MPE mechanic, 
PFS-7 level, this position is similar to the combined duties of a maintenance me- 
chanic and a maintenance electrician. Therefore, it would be appropriate to com- 
pare the combined average rate for these two positions (3.94/hr) with the proposed 
salary of 3.82/hr for 'the PFS-7 mechanic.^ This comparison suggests an underpayment 
of .12<t per hour. * . 

According to the proposed duties and responsibilities for th^ senior MPE me- 
;chanic, PFS-8 level, this position is quite similar to the combined duties. of a 
;naintenance electrician and a' millwright . The combined average salaries for these 
two positions is 4.13/hr, the same as that proposed for the PFS-8/Step 4 mechanic. 

From the above comparisons it would appear that even with a one grade raise 
for journeyman MPE mechanics pjus the proposed mid-69 PFS salary increase, the neW 
MPE mechanic salaries would be no more than approximately comparable to thqir civi- 
lian counterparts. Indeed this may be the case. On the other hand, because of 
the reasons di,scussed below it might be that postal mechanics would end up receiv- 
ing a^higher pay. 

The typical postal mechanic, because of his long years of postal service, is 
paid at the step 8 level. This salary level is considerably higher than tl>e step 
4 level use(i to determine pay comparability (PFS-6/Step 8 = $3.96; and PFS-7yStep 
8 = $4.28). I It is not possible to determine from Labor Department wage surveys . 
\he years o^ experience for the average non-postal mechanic. However, assuming 
comparability of experience for postal and non-pQstal mechanics, the proposed 
1 July 1969 pay raise would make postal mechanic pay just about comparable to that 
for non-postal mechanics. Adding a one, PFS-level grade increase to the proposed 
pay raise would make the pay of the average postal MPE mechanic more than his non- 
postal counterpart (PFS-7/Step 8 = $4.28 and PFS-8/Step 8 = $4.63). 

From the above comparisons it is concluded that a recommendation to increase 
the PFS-level of MPE mechanics cannot be based solely on pay comparability consid- 
erations. Rather, this reconmendation must' be and can be supported on the 'basis 
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of the increased skill and kribwledge requirements for ^MPE mechanics. . 'Ifce analysis 
of MPE equipment performed a,s part of this study and information obtained from the 
Labor Department suggests that the skill and knowledge requirements for MPE mechan 
T.CS are higher than those for the civilian positions of maintenance mechanic, 
maintenance electrician, millWi;ight, or automotive mechanic. This would espe- 
cially be the case if MPE ma(intenance positions were redefined in accorda^nce with 
the recommendations of this report . . '> ■ ^ 

Equal Pay for Equal Work 

^ 7"^ • 

It is sometimes difficult to decide whether to compensate on the basis of a 
person's capability or on the basis of the requirements of his present job. With- 
in the present MPE maintenance force there are many PFS-6's who have the capabil- 
ity of and -4*^ indeed are performing as the higher level PFS-7 mechanics. By 
following the recommendations presented here, it is quitp conceivable that an 
MPE mechanic at the PPS-7 level eventually will become as .skilled as\the PFS-8 
senior MPE mechanic. Should such perso^s-^be paid in accordance with [their skills 
or* in accordance witfi the requirements of their present .position? V,^^ 

The tesic compensation pi*inciple advocated hei;e is t*hat the mechanic be f 
paid in accordance^ with the requirements of his job .position. His capabilities 
determine his promotabiYity, and, indeed,, to increase his opportunities for pro- 
motion he should be allied to expand his maintenance skills and knowledges. On ' 
the other hand, some defel>ence must be made to the notion of "equal pay for equal 
woVk". Therefore, through >€ib assignment practices aY attjempt should be made to 
keep the bulk of a mechanic's assignments within the duty and responsibility » s 
boundries as described in his job description. To do otherwise establishes* a 
situation wherein an advantage can be taken of the superior mechanic's capabi-l-^^ 
ities without providing suitable compensation for these capabilities. Eventually, 
as has already occurred in a ^number of mechanized offices, the various grades of^ 
journeyman mechanics would receive similar job assignments 'and the mecha^ii'cs would 
come to feel that they all should tie compensated at a similar and high leveli 

Need for Recruitment and Job-Turnover Data < 

^ Why is it that certain office^ have difficulty- filling MPE maintenance po- 
sitions? Why is it that mechanics stay on at the post office even though they 
cl^im they'^are underpaid? When mechanics do. leave the post office what are their 
reasons? .There are no factual answers to these and to related questions, and 
therefore it is difficult to estimate the degree to which maintenance staffing 
problems are due to poor pay, if indeed th^t is the case. 

At those offices experiencing difficulty in obtaining maintenance personnel 
it would be useful to recruit on the open market to see what success they wduld 
have. This would he one way of determining the relative attractiveness of postal 
mainytenance positions. . * 

At all offices it would be useful to conduct exit interviews with mechanics 
to collect information regarding the reasons why they are leaving the postal 
service. * . ^ 

Job ReGlassificati.on Versus Across the Board Raises 

' Since the establishment of the PES classification system a tradition has 
developed .'relating to the grade relationships between various types of jobs with- 
in the Post Office. Once traditions become established they are difficult to up- 
set. Therefore, it often is easier to administer an across the board raise than 
it is to administer selective raises based primarily on job reclassification. 
Difficult as it may be it still would bh appropriate to periodically re-examine 
the classification of selected positons within the pbs't office to see if their 
grade levels are still appropriate. For example, the MBE maintenance positions 
are usually compared with the position of automotive 'mechanic , PFS-6. While this 
study did not examine automotive maintenar^ce positions, it is clear that during 
the last few years automotive vehicles have become increasingly sophisticated. 

• f ' * ■ 



In particular, the skills and. knowledges required to troubleshoot and maintain 
automatic transmissions and automotive electrical systems has established the ^ 
requirement fqr at least two grades of automotive mechanics . This, despite the ' 
fact that the electrical and control systems for postal vehicles are not as com- 
plicated" as those vehicles available in the open market, justifies a re^^aluation 
of existing jobs. >^ 

Job Analysis and Evaluatioci Form ' ^ ' 

Job classification sh^ld be based on accurate and detailed information re- 
garding the duties and responsibilities of the job. At mC^st post offices Compen- 
sation .rOfficers are. not familiar with maintenance positions and with rare excep- 
tions are not, familiar with maintenance duties and responsibilities. As an aid 
to the collection of more adequate job information, a job analysis and job eval- 
uation form or checklist has been prepared (Appendix B>v. This checklist. can'be 
used by Compensation officers when analyzing maintejmip4 positions. This form 
would.be used to collect information about the j^ollowing job aspects: ec^ucational 
requirements; e:^perience ^requirements ; initiative and ingenuity ^requirements; re- 
sponsibility requirements defined in terms of possibly damage to equipment, oper- 
ational losses, and responsibility for the work and safety of others; physical 
demands; working conditions; and unavoidable hazards. In addition, judgmental 
information would be collected regarding the seven job elements used when estab- 
lishing the PFS system. -That is, the job evaluati-dn questions contained in Ap- 
pendix D have been incorporated into the Job Analysis and Evaluation Form. Thus, 
this checklist can be used both to gather detailed information regarding the dutie 
responsibilities and specifications of a job, and to evaluate that job in terms of 
its appropriate PFS grade level. * 
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. * JOB DESCRIPTIONS, JOB ASSIGNMENTS AND STAFFING CRITERIA 

- * . 

Breadth of Job Duties and Responsibilities »i* 

Job descriptions, job assignments and staffing Criteria are interrelated. 
Any change in on^ may have a ^drastic effect on the other two. In this report it 
has been proposed that maintenatice job positions be broad enough to provide manage- 
ment flexibility, yet narrow. enough to allow fop job mastery within a reasonable 
period of time. The suggested ^job descriptions have been written so that any one 
mechanic is responsible for two or more types of equipment and yet would not be 
responsible for learning how to maintain all types of MPE equipment. It was pro- 
posed that maintenance personnel become semi-specialists. These specialists would 
' have a primary' responsibility for maintaining certain types of equipment and a 
secondary responsibility for maintaining additional types of equipment. Finally, 
it is suggested that mechanics be given specific and circumscribed equipment main- 
tenance assignments and that job U^^^^gtimg^^ made in accordance with job descrip- 

With the exception of a few*very large facilities the activities of maintenance 
- personnel must overlap to a certain extent in order to assure that all personne3^ 
can be given full work assignments^. Therq are sel'dom enough higher level activities 
to keep* the higher grade mechanics^ fully employed. Thus these- mechanics must spend 
a certain portion of . their working hours performing lesser skilled maintenance ac- 
tivities. The need for such job assignment flexibility is commonly^ recpgnized and 
is currently -written into maintenance job descriptions. 

Analysis of Staffing Requirements ^ 

Maintenance staffing requirements nrast be considered both in terms of the 
numbers of hours required to perfornT various types of activities on various types 
of equipments, and the various grades of maintenance personnel required to perform 
the* needed maintenance . It is not possible to devise ap exact one to one relation- 
ship between maintenance time requirements and maintenance position requirements 
by grade.. For example, a maintenance time analysis might show that 15,000 hours . 
of MPE maintenance are required per year, and this works out to approximately 7h 
maintenance positions. In practice it might require eight or nine positions to 
adequately compass this 15,000 hours. And even then it w^ll be necessary to 
assign many lower skilled activities to higher grade mechanic. • 

Each port office should fir$t analyze its£requirements in, terms of the niamber 
of hours required to perform various types o£ standard maintenance activities on 
various types of MPE equipments. These requirements should^then be converted to ^ 
a specific prescription of what amounts and types of Maintenance activity are to 
be performed on each tour. * The maintenance requirements for each tour then can < 
'be analyzed iii terms, of the types and numbers of persons requiTed on that tour. 
During this analysis by tour*, specific maintenance responsibility prescriptions 
should be prepared for each proposed mechanic foi^.that tour. The overall result 
of this type of analysis would be that each post' office woul4 have a clear pre- 
scription of what types of maintenance activities are to be covered on each tour 
and by each"^ person on that tour; The job description for each maintenance position 
could be prepared in terms of specific primary and secondary maintenance responsi- 
bilities. Personnel selection, assignment, training and promotion wpuld be based . 
on^ a clearly defined program for providing personnel who can meet specific job 
prescriptions. 
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Implementation of , the abov.e would first require the tievelopmeiiLt ^nd checkout 
of improved staffing procedures. Then, means would' have to be found for teaching 
the new procedures to maintenance supervisors. * 

SuggesJ:e^ Staffing Criteria 

As an example of criteria which might be used to develop a maintenance force, 
the following suggestions are offered: ^ , 

*■ i • ' 

1. Worker-leader capability. Assume that all special projects, major MWOs, 
and major repairs requiring a work crew will be conducted during the 'second tour 
and win be^ headed by a senior MPE m^hanic or by an MPE technician. This means 
that on the second tour, a major blo^Pof time must be set aside for such activi- 
ties, . . * , 

2. Inspection capabilities. The detailed, $cheduled. inspection of any 
piece of equipment can be conducted on any one tour. This can be performed by 

a senibr MPE mechanic or by an MPE technician. One mechanic should be given the . 
primary responsibility for inspecting each type of equipment, A backup capability 
should be provided using a second mechanic. 

3. Troubleshooting capability, For^each type of equipment, a troubleshoot- 
ing capability should be p:|^ovided on two tours. This would mean that difficult 
Malfunctions ^ could be , immediately addressed on at 'least two or three tours during 
the day. If it is possible -to defer troubleshooting for a particular tour, then 
this requirement can be eased. This is a PFS-8 level activity. The MPE technician 
would provide a backup capability and could be called day or night, 

4. Routine preventive maintenance. , For any one type of equipment this ca- 
pability heed be provided on only one tour, preferably the first tour since RPM 
can be used as an OJT device for training new mechanics. Assuming the existance 
of an apprenticeship program (Tour II) it would be necessary to 'conduct RPMs on 
the second tour. For any one type of equipment at least two persons should have 
an RPM capability. While this, normally is a PFS-6 lov^el activity, it can be 
assigned to PFS-7s if that is requirefd in order to give such persons a reasonable 
work load. . " ' * • 

5. Malfunction location. During condufct of RPM the major activity involves 
the detection of thbse malfunctions, misalignments , and worn parts which can be 
expected to be detected as a result of performance' of the RPM, The majority of- 
malfunctions will be of thi^ ^yp® therefoi!^ will be capable of being located 
by a PFS-7 mechanic who does not" have the capabi^ty to perform sophisticated 
troubleshooting, A capability to locate relativ^y simple and pommon malfunc- 
tions should be, for any one type of equipment, provided on at least two tours. 
This would mean that upon notification of equipment brealcdowh the responsible- 
PFS-7 mechanic could be sent to the equipment and could be expected to loCate a 
reasonably high percentage of possible malfunctions. If he could not, he would 
notify the foreman who' would make arrangements for troubleshooting of the equip- 
ment by a PFS-5 mechanic, ^ 

6. Repair capability. Repair capa^bility requirements ran vary widely 
depending upon the nature ^of the malfunction. The required repair can be so 
simple that a mechanic's helper could perform it or it could bie^so complicated 
that a 7-level or higher mechanic might. have to improvise repair procedures, - 
Generally speaking however, repair activities seem to be of the grade 7-level, 

We would expect therefore, that both 7 and 8-level mechanics would Jiavp the^ skills 
and knowledges required to h'andle most types of equipment repairs, especially 
those repairs involving the removal and replacement of parts, 

7. Maintennace helper. One or more maintenance helpers could be provided 
on each tour. This would ,depned upon the number of suc)i helpers re(5[uired to 
assist in the conduct of special maintenance projects and the number required 

to perform cleaning and lubrication (C§L) . The CSL activity is one typically 
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assigned to the maintenance helper. Ho'wjpver, such assignment does depend on the ^ 
ease with which access can be obtained to cleaning and lubrication points. If 
access is difficult or requires a reasonable amount of skill and/or caution, thert^ 
« the C&Ij activity can be combined with the RPM activity. Typically this is done 
for the vFacer/Canceler, and the Edger Stacker. Quite possibly there are sub-units 
of the LSM, bulk conveyor and other types of equipment where it would be desirable 
to combJ.ne these two activities. 

Preparation of .Individual J6b Descriptions 8 

It would be , desirable to construct job positions so that each person has a 
primary responsibility for performing certain types of activities on certain types 
of equipment. In addition, he would have a secondary or backup responsibility for 
additional typ^s o^ activities and equipments, possibly at a lower grade level. 
0 For example, the grade' 8 mechanic might have a primary responsibility for inspect- 

ing and troubleshooting three types of MPE equipment and for performing or over- 
- . seeing repairs^ on" these two types of equipment. In addition, he could be^ given a 
backup or secondary inspection, troubleshooting and repair responsibil ity on at 
least one additional type of MPE. equipment. As a secondary responsibility, grade 
8 mechanics might be given a backup role with respect to the repair and RI^M of 
^' one or two additional typ^s of MPE equipment. This of course involves' grade 7 
activities. Finally, each mechanic , depending upon his PFS level and the size 
of his office, might be assigned a primary secondary responsibility for one 
or more pieces of MPE-support equipment, such as hamper dUmpers, mechanical <^an- 
. celling machines,^ portable, conveyors, and all or portions of the mail processing 
system. ^The special feature oT all this i^ that the mechanic would not, be held 
responsible for all MPE equipment, and secondly, his responsibilities would be 
spelled out quite precisely in terms of equipments and major types of repair ac- 
tivities. The maintenance director could prepare thefee individual job descrip- 
. tions based on maiVitenance requirements and- how he wished to allocate these re- 
quirements among the three tours. Furthermore, noticeable capability difference^, 
requirements would be present to distinguish between the PFS grade levels. Min- 
imum grade level requirements could be spellefd out fairly precisrely but maximum 
requirements could bq open ended. Guidance could be provided regarding the rate 
at which additianal requirements could be given to any ^grade- level mechanic. 
This would .prevent his foreman from unduly loading him with additional job 
duties. For example, it might be stated that maintenance of additional MPE 
equipments need be learned at the rate of no more than one piece of equipment 
per year, unless thi% restriction was waivered by^^the mechanic. As a reward,- 
it njight be^ stated that, other things being equal, promotion would'be awarded 
to those mechanics who had demonstrated a willingness and capability to master 
the maintenance of additional types of equipments. ' 
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APPENDIX A 



PROPOSED JOB DESCRIPTIONS 



An integrated set of mail processing equipment maintenance job descriptions 
have been developed for the following -job positions: Mechanic Helper CPFS-4) ; 
Apprenticg^^ Mechanic, Mail Processing Equipment (PFS-5>; Apprentice Mechanic*, Mail 
Processing Equipment (PFS-6); Mechanic, Mail Processing Equipment CPFS-70r Senior 
Mechanic, Mail Processing Equipment (PFS-8) ; Maintenance Technician, Mail Process- 
ing Equipment CPP-S-9) ; Foreman, Mail Processing Equipment (PFS-10); General Main- 
tenance Mechanic (PFS-S); and Senior General Maintenance Mechanic (PFS-6). The 
job descriptions provide discrete levels and parameters of responsibility aligned 
with the proposed career structure for mail processing eqi^pment maintenance. 

The job descriptions include^ statements of duties and responsibilities and 
position qualifications. The prerequisite qualifications, mandatory and desira- 
ble are identified in the areas of knowledge and skill, education, experience, 
training, minimum test and performance levels and physical requirements . 

The proposed career structure, the^ job descriptions and the prescribed quali- 
fications are, of course, dissimilar to the existing jobs and their prerequisites. 
The differences are particularly apparent in the requirements for passing test 
scores in qualification tests being proposed, and in brqadth of capability in 
terms of numbers of mail processing equipments:; in which proficiency must be dem- 
onstrated. 

Further, it is* recognized that personnel presently classified as mail pro- . 
cessing equipment mechanics, conveyor mechanics, and ^neral mechanics, may not 
qualify for direct reclassification 'tO, positions at 'the same PFS level as their 
current job. In recognition of this, a conversion and reclassification guide to 
protect personnel affected and provide an orderly process of change* has been pro- 
vided in Appendix E. 

In order to assist in identifying the proj^osed positions, they havej^een 
numbered in the POD maintenance service group series with an "A" added to the 
group designator, i.e. Standard Position 6A-S, Senior Mechanic, Mail Processing 
Equipment. Job numbers 6A-1 to 6A-20 have been reserved for Mail Processing 
Equipment mechanics and technicians including the Electronic Technician, Mail 
Processing Equipment^ recently established but not included in this study. The 
numbers 6A-21 to 6Ar30 have been reserved for supervisory jobs in mail process- 
ing equipment. The gianeral mechanic positions have been numbered separately in 
the 6A-31 to 6A-50 series. 
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POD Position Description ^- s ^ Proposed ' 

Occupational Code^^TOr' Standard Position 6A-1 

Title: Mechanic Helper Salary Level: 'PFS-4 

POSITION FUNCTION. Performs, independently, a variety^of simple non-technical 
and semi-skilled tasks whicli are incidental to recognized trades or crafts, pr 
similar maintenance repair functions. Assists craftsmen and mechanics in perform- ^ 
ance of maintenance tasks which require skill and knowledge of the function. 

DUTIES AND RESPONSIBILITIES ^ , 

(A) Performs helper- type duties and responsibilities either of a 
Specialized nature in a particular trade or craft, or of a gen- 
eral nature in a variety of trades cfr crafts, or both, as required 
by the needs of the service. ' 

(B) Assists skilled workers in locating and correcting sources of trou- 
ble, and in the performance of typical ma'inte'nance, JSrepair and mod- 

, ification work on postal equipment, buildings, or building systems. 
, Individually performs the less difficult assignments in accordance 
with instructions or establis)ied practice. For example: 

(i) Cleans, oils, 'greases, inspects and moves conveyor equipment; 
clears mail blockages and makes minor repairs. 

(ii) Replaces burned out lamps ,' washes electric light fixtures and 
glassware, and makes minor repairs to electric systems, motors 
^- 1 and case lights. - , • 

(iari) Makes minor carpentry and cabinet repairs, carries lumber and 
holds screenline partitions in place while being worked on,^. 
drills holes in wood or metal, bolts and unbolts scr^enline 
equipment . 

(iv) Cleans, oils, adjusts and makes minor repairs to wire tying 
machines. 

(vO Assists in sawing, bending and thteading pipe and makes minor 
plumbing repairs. 

' (vi) Assists in assembling and unassembling heavy equipment. 

(vii) Assists in installing, removing and repairing of letter bcwc 
■* equipment. 

(viii) Performs minor painting jobs and assists in major painting 
jobs. • * 

(C) Sweeps and cleans up the work area upon completion of jobs; puts 
aws^y toals, equipment and materials. 

(D) May drive a light truck when necessary to get to or transport 
tools, equipment and^material to the work site. 

ORGANIZATIpNAL RELATIONSHIPS. Reports to a foreman of maintenance or to a 
mechanic, as assigned. 

'POSITION QUALIFICATIONS. ^ ' 

(A) Knowledges and Skills: ' 

• ' • (1) Must be able to read and/or comprehend simple written and 
oral ^technical instructions. 
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(2) Must be able to prpjperly utilize common hand and power tools, , 
and simple test arid measuring equipment. 

Education.: Must have a grade school education or equivalent. 
Training in shop mathematics, bUie-print reading, and use of 
common tools is desirable. 

Experience: None 

Training: No prerequisites. Encumbents will receive on-the-job 
instruction in, and may receive formal school training for progres- 
sion to 'apprentice mechanic in one of the crafts or maintenance 
skills identified below. The general title **Mechanic Helper'* will 
be used for helper positions wherein no' single trade or craft is 
primary in the work assignment. In work situations where the help- 
er's primary apsignment is in one of the indicated trades or crafts 
I his position Vvpll be designated by the appropriate alternative title 
\ listed below. However, use of an alternative title is applicable 
VoiUy in 'those instances where the installation has a journe^an me- 
chanic authorized in the trade indicated by the title. ' 

Blacksmith-Welder Helper \^ Mason Helper 

Carpenter Helper ^ Office Appliance Repairman 

Electrician Helper ' Helper 

Elevator Mechanic Helpei;^ ''^^"^^^ "^^P^^' 

Letter .Box Mechanic Helper ^^"^^^^ "^^P^^ 

V Postal Machines Mechanic 



Machinist Helper 



Helper 



Mail Processing Equipment « , v . 

Helper ^ o n r- Scale Mechanic Helper 

Minimum Test atid Performance Requirements: None 

Physical Requirements: Good near vision, color discrimination, eye- 
hand coordination, and manual dexterity. Ability to lift, carry and 
hold for short period materials weighing up to 80 pounds. 



POD Pos.ltion Description ^ Proposed 

Occupational Code 5342 ' Standard Position 6A-2 

Titler Apprentice Mechanic, Mail Processing Equipment Salary Level: PFS-5\ 



POSITION FUNCTION. As^an apprentice learns and performs routine preventive 
maintenance, troubleshoot;ing and repair of one type of mail processing equipment. 
Assists mail processing equipment mechanics in complex trqubleshooting, diagnosis 
and correction of equipment malfunctions. Performs cleaning, lubrifcating, inspec- 
tion and simple maintenance tasks under supervision, following detailed instruc- » 
rfons or established procedures. Learns and complies with safety regulations. • 
Learns us6 of tools and^ simple measuring and test ^equipment. 

DUTIES AND RESPONSIBILITIES: - ' ' 

(A) i^ealns routine preventive maintenance and routine troubleshooting 
(id 'repair of ^ 

jgK self-study, classroom and' on- th&r- job training. 

(B) As assigned, attends training courses 'and/or studies technical and* 
training materials on equipment anj^ maintenance-related topics. 

'(C) PerformsL routine preventive maintenance and simple troubleshooting 
and repaix of : * ° , 

(Dj May perform mechanic-fy^e duties and responsibilities of a r(^utine 
nature assisting mail processing equipment mechanics performing 
maintenance, repair and modification on all mail processing equip- 
ment, • V I . 

• • I 

(E) Performs simple maintenance tasks followirig detailed instructions 
or established procedures and practices under supervision of mail 
processing equipment mechanics. These tasjks include: 

(i) Cleans, ,oils, greases, inspects and makes minor adjustments 
and repairs on mail processing B^uipment m^et supervision 
of qualified mechanics. \ ^ 

(ii]f As-sists mail processing equipment m/ffckanics in repair, in- 
stallation and removal, modificawon, adjtistments , assembly 
and disassembly and movement of "equipment . 

tiii) Assists qualified mechanics in complex troubleshooting, diag- 
nosis and correction of equipment malfunctions, utilizing 
^ " • tools and measuring and testing equipments. • 

(iv) Obtains tools aijfd materials ancJL transports to and from main- 
tenance locations. Cleans and secures vvork area after ^cQm- 
pletion of tasks . 

Xv) , Makes simple written entries in equipment log books, status 
reports and work order; * " . , 

(vi) May drive vehicles when necessary to Work site, ^ 
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* Supervisor will enter type of mail processing equipment in individual's job 
description when training assignment is made. 

** Job description of each mechanic will include types of equipment on which 
qualified. ^ * . • . 



' ORGANIZATIONAL RELATIONSHIPS.* Reports to a foreman of mail processing equip- 
ment maintenance or to a mechanic, as assigned. ^ * » ' 

POSITION QUALIFICATIONS^ ^ ' % \ , 

(A) Knowledge and Skills: , ^ 

(1) Must be able to comprehend and to follow simple printed 'or 
oral 'technical instructions, such as cleaning, lubricating, 
and preventive maintenance route sheets. 

(2) Must be able to prepare and/o\r complete simple work orders; 

" make simple entries in equipment maintenance log books; pi;e- 
pare simple equipment status reports. 

. ' (3} Must be able to use simple shop mathematics such as addition . 

and subtraction of decimals and fractions. ^ 
• ♦ ♦ ' , ''^"^ 

(4) ''Must be a}?le to. properly* utilize Common hand and power tools 

and simple calibrated t^st/measurement equipment. 

(B) Education: Must havq two years of high school or trade school 
training, or the GED equivalent. Completion of trade school-type 
courses in shop, mathematics, blue-print reading, use of tools and 
test equipment is desirable. , 

(.C) Experience: None required. Pjrior experience as a mechanic or 
mechanic helper . in any maintenance fanctioh is desirable. 

(D) Training: No prerequisites. Incumbents will receive on-the-job 

^ instruction and may receive formal school 'training for progression 
to apprentice n^il processing equipment mechanic, MPE-6. 

(E) Minimum Test and ^Performance Requirements : Must have obtained a 
passing score on the Apprentice Examination, or have a four year 
record of satisfactory work performance! as a general mechanic. 

(F) Physical Requirements: Good near vision, color discrimination, 
eye-hand coordination and mar\ual dexterity is mandatory. Abil- 
ity to lift, carry, 'hold objects weighing up to 50 pounds is 

, necessary. 
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POD Position Description .Proposed 

Occupational Code 5342 Standard Position 5A-3 

Title: Apprentice Mechanic, Mail Processing Equipment Salary. Level : PFS-6 

Position Function. As an advanced apprentice, learns and performs routine, 
preventive maintenance, troubleshooting, inspection, and repair of a second type 
of mail processing equipment. Assists mail processing equipment mechanics in 
complex maintenance actions and performs* standard maintenance tasks such as pre- 
ventive maintenance and troubleshooting, diagnosis and correction of equipment 
malfunctions of mail processing ^uipment oh which trained. Prepares simple 
written maintenance activity reports and records. 

Duties and Responsibilities: 

"> 

(A) Learns routine preventive maintenance and routine troubleshooting 

and, tepair of * (second MPE studied) 

through self-study, classroom and controlled on-the-job training. 

(B) As assigned, attends training courses and/or studies technical 
/ and training materials on equipment and maintenance-related 

topics .j^ • ' . ^ 

CC) Performs routine preventive maintenance, troubleshooting and^ 

. * repair of ** (first MPE learned) and, when 

qualified, of ** [ (second MPE learned). 

(D) Performs the less ^difficult duties and tasks, assists skilled 
, ^mail processing equipment mechanics to perform maintenance. 

(E) Performs simple maintenance tasks independently, 'following 
detailed instructions or established methods. These tasks 
include 'but' are not' limited to: . 

(i) Cleans, oils and greases, inspects, and makes, simple, minor 
adjustments and repairs on mechanical portions of mail proc- 
essing equipment. 

(ii) Assists mail processing equipment mechanics in repair, in- 
stallation ecnd removal, modification, adjustments, assembly 
and disassembly^, and movement of equipment, accomplishing 
some minor maintenance tasks independently. 

(iii) Assists qualified mechanics in troubleshooting, diagnosis 
' 'and correction of electro-mechanical mail processing equip- 
ment malfunctions, performing some minor repairs independently 
/ and by direction. ' 

(iv) .Utilizes hand and power tools and precision measuring and 
testing equipments. 

(y) .Obtains tools and materials for tasks and transports to 
>x / work site. 

(vi) Cleans and secures, work area after completion of activities. 



Supervisor will enter type of mail processing* equipment in individual's job 
'description when training assignment is made. 

Job description of each mechanic will include types of equipment on "Which 
qualified. . . . . ' 
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' (vii) Inspects equipment for obvious signs of malfunction or 

incipient failure and reports symptoms detected. . 

Iviii), Reads and comprehends standard simple Maintenance procedures 
and prepares simple written reports of maintenance performed, 
deficiencies detected, and completes jiquipment logs, work 
& orders, and status^ l-eports . 

(ix) Observes safety rules. 

ORGANIZATIONAL RELATIONSHIPS. Reports to a foreman of mail processing equip 
ment maintenance or to a mechanic, as assigned. 

POSITION QUALIFICATIONS-: 
I (A) Knowledge and Skills: 

(1) Must be able to comprehend, with assistance, fairly compli- 
cated technical material such as blue-prints, wiring diagrams 
schematics, and material founji*in the Maintenance Series' (MS) 
Handbooks . ^ 

(2) Must be able to prepare and/or complete simple w^rk orders, 
make simple entries in equipment' maintenance log bopl;s; 
prepare simple equipment status reports. ; 

(3) Must be able to use simple 'shop mathematics such as addition 
and subtraction of decimals and fractions. 

(4) Must be able to pr^Opetly utilize common hand and power tools 
and simple calibrated test/measurement equipment. 

(B) . Education: Must have two years of high*scho6l or trade school 

training, or the GED equivalent. Completion ^of trade school*type 
courses in shop mathematrffcs, blue-print reading, and use of tools 
and test equipment is desirable. 

(C) Experience: Si'x (6) months of training and work experience on 
♦ one type of mail processing equipment. Prior experience as .a 

gei\eral mechanic in any maintenance function is desirable. 

(D) Training: Six (6) months of training and work experience in 
the mail processing equipment apprenticeship training program. 

(E) Minimum Test and Performance Requirements: ^ 

(1) Must have obtained a passing score on the Apprentice v 

Examination. 
* » 

(2) Mus^ haVq' successfully completed the fiVst phase of mail 
processing equipment apprehticeslhip training program as 
evidenced by the ability to perform common types of main- 
tenance and repair on one type of mail processing equipment. 

(F) Physical Requirements: Good near Vision, color discrimination, 
eye-hand coordination and manual dexterity is mandatory. Abil- . 
ity to lift, carry, hold objects weighing up to 50 pounds is ^ 
necessary. • 
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POD Position Description - ^ Proposed 

Occupational Code 5342 i, ' . ' '\ Stancfard Position 6A-4 ' 

Title: Mechanic, Mail Processing, Equipment / ^ Salary Level: PFS-7 

POSITION FUNCTION: Performs standard maintenance, ?.nspect£on, troubleshoot- 
ing and repair on two types of ma;Ll processing equipment/ working ^ independently;. 
Repairs, remave;s, installs^ modifies, assembles and disassembles, any mail prbcess- 
*ing equipment when working under supervision as a member of a mork team., Reads, 
comprehends and ittilizes manuals, spKemati.cs , diagrams and drawings to diagnose 
and. correct equipment deficiencies. Learns routine preventive maintenance, trouble-* 
shooting and repair of a thrid type of mail processirig equipment.^ Prepares or 
co?np'^ etes' written equipment status repgrts, maintenance logs and work order docu- 
mentation. . ' • 

„ DUTIES AND^ RESPONSIBILITIES. - ^ ' 

^ (A> Troubleshoots , diagnoses and:*corrects common or recurrent' electrp- 
mechanical malfunctions on-^at least two types of mail processing 
>v equipment, \ ' . and 
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^independently, and^performs standard preventive maintenance, 

troubleshooting, inspection, and repair "of * , • , 

when qualified. 

(B) Learns routine preventive maintenance, troubleshooting and repair 
of a third type of mail processing equipment, ** ■ 



(C) Performs minor repairs and Adjustments and install s>. removes , modifies 

assembles, disassembles, any mail processing equipment when working 
. ^ under supervisi*on as ; member of a work team. . , \ 

- (D) Reads, comprehends and utilizes manuals, schematics, ahd wiring 

• diagrams to correct major deficiencies of -ithree types of mail 

processing equipment without direct supei^vision. 

. ■ , t ■ ^ / 

(E) Prepares reports of equipment status and maintenance problems, 

o and pertinent actions accomplished or proposed. 

(F) n Performs plug-in type repair on any type of electro -mechanical mail 

processing equipment utilizing standard guidance from manuals or 
SOPs^ \ " * . 

(G) \ Performs routine maintenance on any post off icefjeqttlpment . 

^(H) .Utilizes hand and power tools and precisioiv measuring" aiyi test- 
'ing equipment. . . ' 

ORGANIZATION'AL RELATIONSyiPS. Reports^ to .foreman, of mai-1 proce'ssing equip- " 
ment* maintenance or ^bther designated supervp.sor. " '^ ♦ 



** 



Job de^dQsiption of each mechanic will include . types df equipment on which 
qualif ife.<i.^ V * ' „ 

Supervisor will enter mail processing equipment in * individual * s job de- 
scription when training assignment is made. ♦ 
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POSITION QUALIFICATIONS.^ . 
. (A) -Knowledge and Skillfe: 



(1) Must be able to comprehend, with assistance, fairly compli- 
cated ^technical material such as blue-prints, wiring diagrams 
schematics and material found in the. Maintenance Series (MS) 
Handbooks/. 

, ,(2) Must be able to prepafe or complete fairly complicated wori 
* orders and equipment status- reports. 

. (3) * Must be able to u^e simple ^hop mathematics such as addition 
and subtraction of decimals an&'^fractions . 

(4) Must be able to use powered shop equipment and heat prodfess 
equipment, such as a drill press and welding torches, and a 
variety of precisi'bn measuring/testing equipment. 

(B) Education: Must have completed four years of high school or 
appropriate trade school or the GED. equivalent . Completion of 
trade schoNDl-type courses in. shop mathematics , blue-.print reading 

ahd use of tools and test equipment is desirable. 

■'•t - ' 

(C) Experience: One year of training and wprk experience in which 
•routine maintenance on two 'types of mail processing equipment is 

learned and performed.' Prior experience as a mechanic in any 
maintenance function is desirable. 

(D) Training One year of training and work experience in the mail 
processing equipment apprenticeship program. * 

(E) Minimum Test >and Performance Requirements: 

(1) Must have obtained a passing score on the mail processing 
equipment Mechanic Examination. , ^ 

(2) Must have ^ticcessfully completed^the mail processing equip- 
ment apprentice training and demonstrate the ability to per- 
form standard maintenance and repair on two types of mail 
processing equipment. i~ 

(F) Physical Requirements: Good -near vision, color discrimination, 
eye-hand coordination, and manual dexterity. Ability to lift, 

I carry ahd hold for short period materials weighing- up to 50 

pounds, is necessary ; . 



r 



4 



^3 



POD Position Description - Proposed ^ 

Occupational Code 5342 Standard Position 5A-5 

Title: Senior Mechanic, Mail Processing Equipment Salary Level : . PFS-8 

POSITION FUNCTION. Performs, independefntly, any inspection, malfunction 
diagnasis, and repair, on at least three types of mail processing equipment to 
.include J:heir electrical control sybCsystems. Acts as a work crew chief in the 
repair, removal , installation, modification, assembly and disassembly of any 
mail processing equipment. Utilizes and understands any type of POD maintenance 
reference materials. Provides technical assistance and training guidance includ- 
ing safety precautions, use of hand and power tools and measuring and test equip- 
ment, 1;o lower level mechanics. Prepares complex, written,- equipment work orders, 
status reports and maintenance procedures . , ' . 

DUTIES AND RESPONSIBILITIES. 

(A) Performs preventive maintenance, inspection and malfunction diagnosis 
arid rtoair (including electrical control subsystems) of at least 
three Types of mail processing equipment, * , 

* and * y . 

(B) Troubles hoots, diagnoses arid corrects unusual electro-mechanical . 
malfunctions on at least the above specified types of mail process- 
ing equipment, wbrking independently.' » . 

(C) Performs minor repairs and adjustments, installs, removes, modifies, 
assembles, disasS]&mble^s , any mail processing equipment while working 
independently or as a lead mechanic with a work crew, 

" * (D)* Inspects and identifies any incipient and complex malfunction con- 
ditions on at least the three ^specified types of mail processing 
equipment, and corrects . or reports distected deficiencies with 
^ recommended corrective actions and necessary changes to mainten- 
. • ance procedures. 

■ (E) Utilizes schematics, wiring diagrams, and electrical and electronic 
test equipments to diagnose and correct major and complex electrical 
deficiencies of the ^pbcifi^ three types of mail processing equip- 
ment . 

(F) Prepares reports of maintenance activities and equipment status and 
problems, and recommends corrective actions and initiates work orders 
iestimating time and materials requirements. \ ' ^ 

(G) Performs ^i'outine malfunction diagnosis and repair on any type of 

mail processing equipment utiliiing standard maintenance publications, 
schematics, wiririg diagrams, drawings, etc. ^ 

(H) Assists in the preparation and conduct of apprentice training!. In • 
those smaller offices not authorized an MPE maintenance training 
office, may be assigned prime responsibility for preparation and 
conduct of apprentice .training. 

(I) Observes and enforces safety rules. * 



* Job description of each mechanic will include , types of equipment on which ' 
qualified. 
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ORGANIZATIONAL RELATIONSHIPS. Reports to a foreman of mail processing equip- 
^meht maintenance or to other designated supervisor. 

. POSITION QUALIFICATIONS- * , 

t \ 

(A) Knowledges and Skills: ' 

Cl) Must be able to comprehend, without assistance', fairly compli- 
cated tejchnical material such as blue-prints, wiring diagrams, 
. schematics, ajid' materia^l found in MS Handbooks. 

(2) Must be able to prepare or complete complicated >vork orders 
and reports. Must be able to prepare "as -built" drawings . 
Must be able to prepare work schedules, and complicated equip- 
m,ent status reports'. 

J Must be able to use simple algebra, geometry and trigonom- 
Vetry in analyzing maintenance problems and accomplishing 
maintenance work orders or developing maintenance programs 
and diagnostic procedures. 

(4) Must be able to use powered shop equipment and heat process 
equipment , such as a drill press and welding torches and 
perfoim calibration and alignment using precision measuring' 
and testirig equipment, 

^ • . ^ (B) Education: Must have completed four years of high school or appro- 

?iriate trade school plus, one year of specialized training and 
xperience'in appropriate trade or skill area, or appropriate 
military technical training o'r a full apprenticeship program in 
I , a related tralde. 

(C) Experience: At least three years of work experience performing , 

all maintenance on three types of mail proces'^.ng equipment after . 
^ completion of the apprenticeship^ training program. 

.(D) Training: . Must have completed ^he^mail processing equipment 

apprenticeship training program and must have satisfactorily per- 
formed^ independently, all types of maintenance on three?, types of 
■** mail processing equipment and guided the training of* lower level 

mechanic^ in these equipments. . ^ / 

(E) Minimum Test and Performance Requirements: ^ 

(1) Must have obtained a passing score on the Senior MPE Mechanic 
*• Examination. 

(2) Must have demonstrated ability to perform independently any* 
maintenance on three types of mail processing equipment. 

(F) Physical Requirements: Good near vision, color discrimination, 
eye-hand coordination, and manual dexterity. Ability to lift, 
ca'Tiry and hold for short period materials weighing up to 50 

^ • * pounds • 



1 
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POD Position Description proposed 

Occupational Code 5342 * Standard Position 5A-6 

Title: Maintenance Technician, Salary Level: PFS-9 

Mail Processing Equipm^jit 

POSITIOI\l FUNCTION. Performs quality control inspections and recommends. i 
corrective, maintenance measures and changes to procedures. Identifies maintenance 
force skill level deficiencies and necessary personnel training requirements. 
Acts as the maintenance expert for the facility on designated types of mail pro- 
cessing equipment. Develops maintenance procedures, interprets reference materi- 
als and devises diagnostic strategies when required.' Supervises individual on- 
the-job training and conducts maintenance training prograijis.- Analyzes equipment 
status and recommends corrective , actions . " . ' . 

DUTIES AND RESPQNSIBI.LJTIES: ' 

(A) Performs quality control inspections of all types of mail pro- 
cessing equipment and provides technical expertise on 
*_5 ^ , *_ , and 

. — X 



(B) Troubleshoots, diagnoses and corrects any electro-mechanical 
malfunctions on any type of mail processing equipment. 

CO . Plans and supervises projects. to install, remove, assemble, dis- 
assemble, modify and- perform major repairs on any mail processing 

equipments . , ' ' 

> • 

(D) Inspects, identifies and corrects potential complex malfunction 

^ ct)nditions on any type of mail processing equipment or recommends 

corrective actions in reports. 

(E) improvises diagnostic strategies and troubleshooting procedures 
when standard manuals and procedures are not adequate, and writes 
alternatij^e maintenance procedural instructions. 

^ (F) Develops instructional 'materials to supplement POD training 
packages for local equipment ^configurations . 

(G) Directs oh-th^^ob training pro^:rams for the mail processing 

equipment maintenalice force and arranges for required assistance 
to trainers and trainees. Conducts classes in mail processing., 
equipment maintenance practices, troubleshooting, repair, and 
use of tools and precision measuring and testing equipment. 

ORGANIZATIONAL RELATIONSHIPS. Reports to a foreman or other designated 
supervisor. Supervises and assists work crews and training activities. Advises 
the mail processing equipment foreman -ort technical training and quality control 
/of mail processing equipment maintenance. 



* Job description of eacft mechanic will include types of equipment on which 
qualified. 
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POSITION nUALIFICATIO.WS. - 

(A) Knowledge' and 'Skills: 

(1) Must be able to comprehend, without assistance, very compli- 
cated erigifieering drawings, schematics, arid Maintenance 
Series • (MS) Handbooks . 

(2) ,Must be able to prepare training materials/ complex mainten- 

ance procedure"^, work force- schedules, equipment movement 
and modification work orders, arid quality control and equip- 
ment improvement reports . 

(3) Mus'f be able to use advanced algebra, ge^ometry and trigono- 
metry in analyzing: maintenance problems, planning:, preparing 
and accomplishing work orders or developing maintenance pro- 

=^ grams and diagnostic procedures.. ^ , 

(4) "Must be able to use powered shop equipment arid heat -process 

equipment such as a drill press and weeding torches, and to 
direct and develop work instructions, maintenance procedures 
and training materials involving! tools, power equipment and 
precision* measuring and testing equipment. 

(B) Education: Must have completed four years'of high school or frade 
school plus one year of specialized training and experience in 
appropriate trade or skill area, or appropriate military technical 
training, or an apprenticeship program. 

(C) Experience: Must have performed satisfactorily as a senior mail 
processing equipment mechanic, (PFS-8) for at least three years 
and have demonstrated maintenance proficiency on« complex problems 
on at least three types of mail processing equipment. 

(D) Training: Must have completed the POD iriail processing equipment 
apprenticeship training program and national training center 
programs on at least three types of mail processing equipment. 
Attendance at any available factory or manufacturers ' special 
training programs on appropriate equipments is highly desirable.^ 

(E) Minimum Test and Performance Requirements: Must have demonstrated 
above average capability to solve complex njaintenance problems on 
at least three types of mail processing equipment. Must have 
written and oral communication skills. 

(F) Physical Requirements: Good near vision, color discrimination, 
eye-hand coordination, and manual dexterity. Ability to lift, 
carry and hold for short period materials weighing up to 50 
pounds. ...y . , 



POD Position Description Proposed 

Occupational Code 5342 ' ' Standard Position 6A-21 

Title: Foreman, Mail Processing, Equipment » Salary Level: PFS-10 

, Maintenance . " ' 

u . 

POSITION FUNCTION. Flaps activities of the mail processing equipment main- 
tenance work forc^^ assigns xluties and tasks to mechanics and crews and directs 
training of personnel. Inspectfs work and equipment to verify quality of mainten- 
ance and completion of tasks. Analyzes equipment status^ and implements plans for 
correction of deficiencies and replacement actions. PrOTares reports, evaluates 
and counsels personnel, recommends promotions and persoimel actions and conducts 
training in and enforces safety regulations. 

DUTIES AND RESPONSIBILITIES: 

(a) Plans and assigns work activities of maintenance personnel and 
crews. 

(B) Assigns mechanics to duties and tasks, and provides instructions, . 
guidance and interpretation of regulations, rules, manuals, etc. 

(C) ifiispects maintenance work in progress, and assists, corrects and 
guides mechanics. Verifies satisfactory completion of maintenance 
tasks . . *. • 

(D) Analyzes or assigns technicians to diagnose malfunctions ani equip- 
ment deficiencies and directs or recommends corrective actions* 

(E) Performs repair in abnormal situations, as necejssary. 

(F) Prepares special reports and supervises preparation or approves 
routine reports and equipment maintenance management records. 

(G) l^aluates subordinates, recommends personnel actions including 
training, disciplinary and promotional. 

(H) Enforces compliance with safety regulations and provides guidance 
' to subordinates. 

(I) Responsible for technical training of maintenance personnel in- 
cluding: . ' . 

(1) Determining the need for training 

(2) Conducting or arranging classroom and on-th^-job trailing 

(3) Assisting in development of local supplementary materials 
or revisions to manuals, handbooks, and'^training materials 

(4) Arranging qualification testing activities for maintenance 
force. " 

ORGANIZATIONAL RELATIONSHIPS. Reports to the superintendent of majll processing 
equipment maintenance or other designated supervisor. Supervises mail processing 
equipment mechanics and other maintenance personnel, as necessary", on a tour or 
in a functional area. 

POSITION QUALIFICATIONS. 

(A) Knowledges and Skills: 

(1) Must b'ie able to -comprehend, without assistance, very compli- 
cated engine6ring.^awings, schematics, and Maintenance Series 
(MS) Handbook 'materia 




* (2) Must.be able to prepare complex maintenance procedure? and 
training materials, work force schedules, equipment modifi- 
' cation and movement work orders anS technical reports.- 

(3) Must be able to use advanced algebra, geometry and trigonom-' . 
etry in analyzing maintenance problems, preparing work orders 

instruction, and developing maintenance and training' pro- 
grams . . •> * 

(4) Must be able to direct work actiyities and prepare training 
material and maintenance procedures involving hand and power 
tools and. eiquipment and precision measuring and testing 
equipment . * 

(B) Education: Must have completed four years of high school or trade 
school plus one year of specialized training and experience in an 

^ appropriate trade or skill area, or appropriate military technical 
training or ciVilian technical school. 

(C) Experience: Must have performed satisfactorily as maintenance 
technician, mail processing equipment or a senior mechanic mail 

^ processing equipment, for at least three years. 

(D) Training: Must have completed POD mahagfement, safety and super- • 
visory courses. ^ > 

(E) Minimum Test^'^d Performance Requirements: \ 

. 0 ^ SSI ^ ^ ' " ^ 

(1) Must tjave obtained a passing score on the MPE Maintenance 
Supervisor Examination. - . . 

* (2) Must have demonstrated ability to supervise work activities 
as a crew leader and conduct training of lower level mechan- 
ics. ' 

(F) Physical Requirements: Good near v-ision; color discrimination, 
eye-hand c'oordination, and manual dexterity. Ability to lift, 
carry and hold for short period mat;,erials weighing up to 50 
pounds. 

{ 
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POD Position Description <> Proposed 

Occupational 'Code- 5301 - . Standard Po.siti on 6A-31 

Title: General Maintenance Mechanic Salary Leve]: PFS-5 



POSITIOfT TUNCTION. Performs, independently, preventive maintenance, inspec-^. 
tions, troubleshooting and repair on non-mail processing postal equipment, mate- 
rial handling equipment and mechahical subsystems of conveyors, sorters, etc. 
As a' member of a work crew, removes, installs, modifies, assembles, disassembles 
postal equipment, working under supervision. Prepares written equipment status 
reports, work order completion records and equipment maintenance logs. 

DUTIES AND- RESPONSIBILITIES: 

(A) --Performs independent routine preventive maintenance and inspection 

of non-mail processing equipmen^cuch as wire tying machines, 
canceling ihachines, fork lifts, and electric torches. 

(B) Troubleshoots , diagnoses and' corrects commoner recurrent electro- 
mechanical malfunctions on portable ^power conveyors, electric 
trucks, facing tables, hamper dumpers, etc. , working independently v 

(C) Performs minor repairs and adjustments" and installs, removes, 
modifies, assembles, disassemble?, any postal equipment working 
under supervision as member of a work team. 

(D) Inspects non-mail pro.cessinjj postal equipment, and identifies and 
corrects inci-piont^f^ilure .conditions or reports deficiencies 
and recommends corrective actions. 

(E) Reads, comprehends and utilizes manuals , schematics, and'wiririg 
diagrams to correct major deficiencies of non-mail processing 
equipment operating independently of direct supervision. 

(F) Prepares reports of maintenance problems and equipment status, 
and maintenance actions "accomplished or proposed. - 

(G) Performs preyentive maintenance and minor repairs on postal 

^ . facilities equipment such as cleaiting equipment, lawn mowers, 
Jtans.^ furniture, hleating,' air conditioning, refrfgerating, etc. 

(H) Utilizes hand and power tools and measuring and testing equipment 
and observe safety regulations. » 

ORGANIZATIONAL RELATIONSHIPS • Reports to a foreman, superintending engineer, 
building engineer or other designated supervisor or mechanic. 

POSITION OUAL I FI CATIONS. 

« • ff 

' (A) JCnowledge and Skills: 

(1) Must be able to comprehend, with assistance, technical mate- 
rial sych as simple blue-prints, wiring diagrams, schematics 
and Maintenance Series (MS) Handbooks pertaining to equip- 
ments maintained. 

(2) Must be able to prepare or complete simple work order forms, 
make--simple entries in equipment maintenance log books and 
prepare simple equipment status reports. 
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(3) Must be able to use simple shop mathematijcs such as addition 
and subtraction of /decimals and fractions. 

(4) Must be able to utilize common hand and power tools and 
simjfle calibrated/ testing and mea:suring equipment. 

(B) Educational Must hai}e two yearsrof high school or trade school 
. training: -or^.the'GED equivalent; Completion of trade school 
courses in shop mathematics, blue-print reading, and use of tools 
and test equipment is desirable. 

tb i Expexiei^ce: Ijlone required. Prior expedience as a mechanic or 
mechanic*s» hejtper^ is desirable. 

(D) 'Training: None rpquired. Incumbents will receive on-the-job. 
training and r^ay receive formal training in maintenance of' some 
'equipments. v . 

CE) i Minimun^ Test and Performance Requirements: Must have attained 

/ a passing score "bn the Apprentice. Examination . 
I. , - , . . . ' • 

CFj Phy^jical Requirements: Gguod near vision, coloT discriminiition, 

. eye-jhand coordination, and manual dexterity. Ability to lift, 
/^^^ carry" and hold for short' period materials weighing up to 80 
pounds. . • 



POD Position Description , " Py^oposed 

Occupational. Code 5301 ' . ' i'^^ ^Standard Position 6A-32 



Title: Senior General Maintenance Mechanic y ^Salary^ Level : PF^-6* 

POSITION FUNCTION; Perfotms co^nplex troubleshooting, repair, modification 
and quality control inspection off any non-mail processing postal equipment in- 
cluding building, mail hanging, mail -movement (except vehicles) equipment and 
non-electrical portions of conveyors. Prepares written equipment maintenance 
reports, log entries and work order completion data. Trains and supervises activ- 
ities of lower level mechanics^. 

DUTIES AND RESPONSIBILITIES: ' ' . . 

(A) Performs independent quality control inspections of the mainten- 
ance perfoimed and the serviceability status of non-mail processing 
equipment, \ . • ' 

9 (B) Troubleshoots, diagnoses and corrects any electro-ijiechanical mal-. 

funct^ions on non-mail prcfcessing equipment, 

(CO Plans projects to install, remove, "^-assemble, disassemble,, modify, 
♦ and perform major repairs on non-mail processing equipments. 

(D) Inspects, identifies and corrects potential malfunction conditions 
> on all types of npn-mail processing equipment or recommends 

-corrective actions in reports. ^, 

(E) Improvises diagnostic strategies and troubleshooting procedures 
v/hen standard manuals and procedures are not. adequate. 

(F) Provides quality control capability for theeju^intenance office 
through analytical inspection activities to detect; potential 

V ^ problems and'improper maintenance actions on non-n^aij processing 
equipment. ■ \ \ . 

(G) Directs on-the-job training progfam for non-mail processing -equip- 
ment maintenance personnel and arranges for assistance to trainers 
and trainees. 

ORGANIZATIONAL RELATIONSHIPS^. Reports to a foreman^ superintending engineer, 
building engineer, or other designated sunervisori Supervises lower level general 
mechanics . ^ f ^ 

POSITION OUALIFICATIONS. 

(A> Knowledge and Skills': 

(1) Must ije able to comprehend, with assistance, fairly colnpli- 

J - ^ cated technical material such as blue-prints, wiring diagrams, 

schematics and material found in Maintenance Series (MS) 

Handbooks . * * ' 

» 

(2) Must,, be able to prepare or complete fairly complicated work 
^ orders, equipment stal^is reports and maintenance records^. 

(3) Must be able to use simple shop mathematics such as addition 
and subtraction of decimals and fractions. 
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(4)" Must be able to use hand and power tools, pqwered, shop * 
equipment and heat-proce^ equipment such as a dr^ll press 
and weldinp torches and simple calibrated measuring andL-i 
t.e^t^ng equipment. - ^ • 1) ' 

CB) Education: Must have t^^a years o£j^igh school or trade, school 
training or the GED equivalent. Completion of trade school 
courses in shop mathematics, blue-print reading, and use of tools 
and test equipment *is de/sirable. * ^ ' 

(C) Experience: At least three years satisfactory perform'ance as a * 
general maintenance mechanic is Mandatory,' 

(D) Training: None required. On-the-job and formal training on 
equipment maintained .as a general mechanic is desirable. • 

(E) Minimum Test and Performance ^tequirements : <Must have demonstrated 
ability to perform general maintenance mechanic duties without 
supervision and to direct and train less experienced maintenance 
personnel. - ^ 

(F) Physical 'Requirements : Good near v^is ion, color discrimination, 
eye-hand coordination, .^rtd manual dexterity. Ability to lift, 
carry and hold for sho^t p.eriod materials, weighing up to 50 

' pounds . ' . ' 7 



58 



f;3 



APPENDIX B 

Job Analysis and Evaluation Form 
for 

Equipment Maintenance ^ob Positions 



1. Name pf Office or Organization 



Job Under Analysis^: 

a. Approved Title 

b. -Approved PFS- Level 

c. Position Identification 



d. Suggested Title of Position 

e. Recommended Salary Level-- 



Job Analyst: % 
'a; Title and Grade 
b. Date of Analysis 



4. Information Sources: 

a. Title and Grade 

b. Title and Grade 

c. Title and Grade 
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GENERAL INSTRUCTIONS 



' The information recorded on this Form should be obtained from 
supervisory personnel *and preferably from two or more such persons. 
In addition> for the sake of accuracy 'and completeness 'it is highly 
desirable to obtain information from one or*\ore incumbents of the 
job. under Analysis. The form should be completed in accordance, with 
the following guidance: 

a. The Job Anal>^st should be a member of the Compensation or 

Personnel Office. 

b. The Information Source (s) should be supervisory personnel 

intim^ely familiar with the duties, responsibilities, and 
specification i*^^quirements of the job. 

c. Section II of this Jorm (JOB DESCRIPTION DATA) should be 

completed during a f^ce-to-face intervilj\w \^ith the 
Infonrfation Source. ^ 

d. If desired, 'the initial version of Section I . (Job Summary, 

Job Description and Job Specij^ications) can be prepared 
^ by the Information Source (s) after the^ interview is 
terminated. 

®* ^® final vgrsion of Section I should be prepar(^ by the 
, Job Analyst and reviewed by the Information Source (s) 

^or acctrracy and completeness. 

f . The evaluation of this job should bo performed in accordance 
) with Supplement A to this Form Criteria and Procedures 

\ for Evaluating POD Equipment Maintenance Job Positions* 
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Job Description Data Obtained Using Job Analysis and Evaluation Fdrm 



Skill and Knowledge 

jl Education ' ^ ' 

^1. Reading § Comprehension Requirements • 

2, Technical Writing Requirements \ , 

3. Mathematics Utilization Requirements * 
/ 4. Formal Education Requirements^ 

5. Requirement to Attend PO Training Programs 

H Experience 

1. Work Experience kequirement 

a. Non-post Office Experience 
. b. Post Office Experience 

2. Requirement to use Tools and Equipment 

3. Requirement to use Testing and Measuring Equipment 

III Initiative and Ingenuity c 

1. Equipment Diagnosis* and Repair Requirements 

2. Equipment inspection and Quality Control Requirements 

3. Post Office Equipment Maintenance Tasks Requirements 



Responsibility 

IV ^ Scope of Responsibility 

1. Level, of Responsibili-fcy 

2. ^ Damage to Equipment 
^ 3. Operational Losses 

4. Supervision of Others 

5. Numbers and Types of Persons Supervised 

V Contact's ' \ 



1.^ Level and Type of Contacts or Human Relations Required 

VI Work of Others 

1. Plan, Direct and Instruct Others 

2. Supervision by Ojthers 

\ 

VII Safety of Others 

1. Probable Impact of an^ Types o£ Injury-Producing Accidents. 



Work Effort 




II Physical Demands 



' \ 



1. Normal Physical Requirements 

2. Infrequent and Unusually Strenuous Physical Requirements 



\ 



Job Conditions 

IX Woijking Cjonditions 



1. T>pical Working Conditions 

2. Specific Disagreeable WoAing Conditions Encountered on Job 



Unavoidable i<azards 



\ 



1. ProbableN^pact of Exposure* ta Normal J^ Hazards 
,2. UnavoidablV Unusual Job Hazards 



\ 
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Section I . 

■ * 

, . POSITION DESCRIPTION . , « 

fl ■ 

Job Summary (Basic Function of Job) 

s,' 

. * 1 

Job Descriptipn (List of Major Duties § Responsibilities)* 



s 



POSITION DESCRIPTION 

■ ■ • ■ » 

Organizational Relationships 

a. Report to or is supervised by: (Title § Grade) 

b. Supervises or directs: (Title(s) Grade) 



Job Specifications 

a. Educational Requirements 

1). Experience Requirements 

c. Technical ability requirements 

d. Learning ability Requirements 
"fe. Supervisory requirements 

\ » 

f . PhysicalN^equirements 



g. POD Test and/or wo!Bk-evaluation retjuirements 



Section II 



Skill and Knov^ledge. 



I Education 

I. Reading § Comprehension. Successful performance on this job 

includes a requirement to read and, comprehend technical material*. 

a. Select that one statement below which best describes the 
■ technical material comprehension requirements for this job. 

Must comprehend and follow simple oral instructions. 
No requirement to reajd technical material. 

Must comprehend and follow simple printed or oral 

technical instructions such as cleaning, lubricating, 
and preventive maintenance procedures'^ and rpute sheets^ 

♦ • 
Must comprehend, with assistance , fairly complicated 

technical material such as blue prints, wiring diagrams, 

schematics, and material found in MS Handbooks. 

Mfjst comprehend, with no assistance , fairly complicated 

technical material such as blue 'prints, wiring diagrams, 
> schematics, and material foynd in MS Handbogks'. 

' Must comprehend, with no assistance , very complicated 

^ engineering drawings,, schematics, MS Handbook material.* 

\ b. List those technical materials (engineering drawings, MS 

" "fe* Handbooks, equipment schematics, etc.) which must be jused 

by incumbents of this job. Briefly describe how each is 

used by the job incumbent. 
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JOB DESCRIPTION DATA 



Technical Writing. For most maintenance positions there is a 
requirement to prepare written reports covering maintenance 
performances, procedures and/ or instructional materials. 



a. Select that one statement below which best describes Xhe 
writing or report preparation requirements of this job. 

No requirements for written materials. 

Prepare or complete simple work orders; make simple 

entries in equipment maintenance log booHs and equip- 
ment status reports. 

' r 

Prepare or complete fairly complicated work orders and 

equipment status reports. 

^ Prepare or complete complicated work ord^s or reports. 

May involve submission of "as-built" drawings. May 
prepare work schedules and/or complicated equipment 
status reports-. 

Prepare complex maintenance procedures and training 

materials, work force schedules, equipment movement and 
modification work orders and product improvement reports 



b. Li^t and describe briefly each type of written material 
which must be prepared by incumbents of this job. (Work 
orders, equipment logs, maintenance reports, route sheets, 
repair or diagnostic procedures, instructional material, 
etc.) 
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Mathematics • Successful performance on many maintenance jobs 
includes a requirement to use mathematics. 

a. Select the statement or statements below which best describes 
the mathematical requirements of this job. 

No reqiiirements to use mathematics. 

^ Must add, subtract, and multiply whole numbers. 

. Must be able to use simple shop math such as addition 

and subtraction of decimals and fractions. 

J Must be able to use simple algebra and geometry, or 

handbook formulae involving algebra, geometry and 
trigonometry. 

Must be able to use advanced algebra, geometry and 

.trigonometry iij? analyzing maintenance problems, and 
accomplishilifmaintenance work orders, or developing 
maintenance programs and diagnostic procedures. 



b. Describe the mathematical requirements of this job position. 



Examples: 1.' 



Educational Requirement , 

This question appraises the amount of general education or schooling 
required to acquire the general knowledges and abilities needed to , 
satisfactorily discharge the duties and responsibilities required by 
the job. This knowledge may be acquired by formal schopling, or it 
may be obtained through special courses, self- education or training 
programs in technical or special fields. 

Which one of the options below best describes the educational 
requirements ofMihe job under analysis? 



1. None 

2. Grade School 

3. High School or Equivalentf* 

4. High School plus Technical 

Training or its Equivalent 

5'. ^ 2 Yeats ^of College or its 

Equivalent 

6. ^ 4 Years of College or its 

Equivalent . 
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5. 


Post Office O^p^ining Programs. 


- 






.Li^t beipw those Post Office Training courses 
incumben^^ should successfully complete. 


which the job 

» 






« -• 




1 




















» 




0 
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Tools and Equipment. To successfully perform this job, an 
incumbent must be' able to: 



Use common hand tooTs. 

Use common power tools. 

.Use powered shop equipment and heat -process equipment ,^ 

such as a drill press and welding torches. 

* Use precision power and machining equipment, such as 

lathes . . ^ 

Direct and develop work instructions, tr,aining material 

and maintenance procedures involving tools and power 
equipment. 

Other ■ 



Examples: 1. 
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3. Testing and Measuring Equipment. Incui^bents of this job must 
be able to: ^ ' 




^ Use simple measuring' equipment. 

Use simple calibrated measuring/testing equjlpment. 

^ Use a variety of precision measuring/test equipment. 

Perform calibration and alignment of precision measuring 

and testing equipment, 

Develop procedures for use of and diagnostic actions 

with precision measuring/testing equipmen.t. 

Other. 



Examples: 1. 



3. 



V 
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Indicate with a check (v/) those instruments and equipments 
wiiich must be used by incumbents of this job. 



^ Scale 

Caliper 

^ I 

Depth gauge • ' 

Dividers 

Combination square i 

Feeler gauges 

Surface gauge 

• DiaJ indicator 

Micrometer caliper 

Vernier heij^ht gauge 

Vernier micrometer caliper* 

Oscilloscope 



Other 



Other 



Sine bar 

Plug, ring, snap gauge 
Thread plug gauge 
Gauge^blocks 
Dial borp indicator 
Vernier protractor • 
Indexing head 
rMechanical comparitor ^ 
Optical comparitor 
Brinell hardness tester 
Multimeter 

Voltmeter J 
'Pube'* tester 

Other 



/ 



Other 



Other 
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II. Experience 



Itork experience. Before a me^:hanic can perform satisfactoi;dly, 
•he must haVe'a certain amount of work experience in addition to 
knowledge acquired in schools or training situations. Some of 
this experience can Ipe acquired on non-post office jobs and on 
\ equipment, which is similar, but not identical, to post office 

equipment. However, "a certain amount of experience** must be ac- 
-quired within the post office and on post Q.fficie equipment to 
attain adequate proficienc^. ' For the job position now under 
examination two types of expjerience is necessary. It is es- 
sential that it be determined: (a) how much work experience 
should the job incumbent have had in maintenance of equipment 
similar to post office mhchinery; and (b) how much experience 
actually working in this job on post office equipment is re- 
quired. » * ' 



Inc^^cate below the anioUnt of 
work experience required ^on 
equipment simj.\ar but not 
necessarily identical to 
post office equipment in 
order to insure capability 
of adequate proficiency in 
this position. 

a. up to 3 months 

b. ' up to 6 months 

c. up to 1 year 

d. up to 2 years 

e. _2 ^ years 

f . up to 4 years 

g. up to 5 years 



Indicate below the amount of 
wor^k experience necessary in 
this .job to attain acceptable 
capability. 



a. 

b.* 
c . 
d. 
e. 
f . 

g- 
h.* 



up to 
up to 
up to 
up to 
up to 
up to 
up to 
up to 
up to 



6 months 
1. year 

2 years 

3 years 

4 years 

5 years 

6 years 

7 years 

8 years 



Total Experience Requirement Equals: 
50% of Non POD Experience 

100% of POD Experience 



Total 
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Ill Initiative and Ingenuity 



1. Diagnosis and Repair, lihich one of the five statements below 
best describes the diagnostic and repair requirements of this 
job? 



a- Required to follow simple technical instructions; 

perfbtm simple preventive maintenance and repair actions 
without clo^e supervision; recognize and repprt obvious 
conditions of equipment wear; little or no requirement 
to diagnose equipment breakdowns. / 

Required to diagnose and determine required reiiaxrs 

for mechanical and simple electro/qfnechanical equip- 
ment; follow detailed maintenance schedules and work 
orders; make minor decisions /regarding status of 
equipment. * 

Required to handle routine diag/nostic anct repair of ' 

common mechanical and elect:fo-rhechanical equipment; 
recognize signs of improper opbratioh; make general 
estimates regarding time and dost of repairs. May 
t serve as "backrup** repair expert for simpli:er types 

of electro-mechanical equipment. 

^- Required to diagnose and repair the more complex types 

of MPE, plant', automotive, etc. Equipment; serve as 
\ "back-up" expert 'for a limited jiumber of electro- 
mechanical equipments; respond effectively to emer- 
gency equipment™ breakdown; jfnake equipment maintenance 
decisions requiring considerable ingenuity, initiative 
and judgment. 

Required^. to diagnose and Repair electrojfiic and/or " 

complex electro-mechanical equipments; requires 
outstanding ability to work on complex maintenance 
problems, devise new maintenance methods and diagnosftic 
procedures, meet new conditions necessitating a high 
degree of ingenuity, initiative, and judgment. 

Describe briefly the most important diagnostic and repair 
requirements of this job. ' 
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Inspection apd Quality Control. Which of the foUowpig st^^ements 
best describes the inspect ion^and quality control requirements 
of this job?'. ^ 



Recognize and report qbvious conditions- of equipment wear ^ 
or incipien^^f ailure. . ^ ■ ^ 

Perform^sequ^ncej of standard equipment "inspection' actions 
and determine sepvicability status ^and ne.ed for repair. 

Inspect and identify pA^lems in fairiy complex el^tro- 
mechaniCak eqaipment . V Make general estimates of time and 
bdst of repairs, inspect equipment for operation within 
qualitative and safetj- limits using established standards. 

« * ■• , . 

Inspect ^and identify need for special maintenance and 
diagnose malfun&tions of .complex* eiectro-mechanic^l and 
electronic equipment. . , , • 



Devp.§e n^vj maintenance and inspection methods and nrouifi- 

'tation actions -on complex equipments. 

/ ^ If • ' ft! 

Describe briefly tne most i;nport^nt inspeqj^ion and qifality 
coitrol requirements of this job. ^ ^ 
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'3,. Maintenance Tasks on Post Office Equipment. List' the major types of 
equipment which incumbents of this position must be able 4:o maintain. 
Li^t/the six most' iiiiportant types of ediuipment. For each equipment, 
^che<^ k th ose maintenance activities which commonly are performed^ by 
incumbents of this job position. / j / 

/ / / 



Inspection - routine 
Insp'ection - special or complex , 
Clean/lube 
Routine P.M. 
Simple Troubleshooting 
Difficult Troubleshooting 
Simple repair 
Complex repair 
Oyerhaul 

Disassemble/assemble 

Calibrate/align 

Teach oth^s to maintain 



Supervise maintenance of 




Scope of Responsibility 



1. Level of RespoijisiSility 

This question appraises the extent to which a job incumbent 
is responsible or a^ccouptable for policies, methods, results, 
and assets. Responsibility is a measure of quality'--of the 
degre'fe and complexity of analyticdf ability, judgm^ent, dis- 
cernment and timeliness involved in making decisions or taking 
action relating to,, policies, procedures,* methods, and assets. 
This is Called "responsibility level". 

' Whio-h of the options below best describes the Responsibility 
Level of the job under examinations? 



1. .^^ Little independent action; errors minor and easily 

. caught and corrected. * • ' • ^ . 

2. Work CQvered by specific instructions. V Work is checked 

at later stsCges and results of errors not serious. 



if- 



3, WorPf requires interpretation. Errors detected in^Later 

checks but can be confusing or damaging.' • * . 

4. • Errors riot, easy to detect and may cause delays or 

excess dosts. 

v5. Decisions affect other activities or emplpye'fes.. Errors 

. caught only on inspection 02* later reviews. 

6. • . Work affects programs and policies and errors in 

judgment may be cos|ly. ^ - 
9. ' ' *" ■ ■ ^ 

7. Responsibility is major and jciot under any except 

general control. / , . 

"' , ' . • • " , 

8. j.' Top-level responsibility for a program, division or ^ 

installation.- / 

/ 
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Damage to Equipment 



A competent, fully trained,, and careful maintenance man may 
occasionallyicause damage to tools, material, facilities or 
equipment. this' should happen on thia job,' what is the 
probable extent of the Jos^^hicJi would reiult ftom a single 
mishap? 



$10 or less 

Over $10 but under $100. 
Over $100 but under $250 



Ovei* $250 but under $500 
Over $500 but under $1,00Q 
Over $1,000 



Briefly describe examples of the mishaps which are likely to 



occur. 



1.. 
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3. Operational Losses 



A competent, fully trained, and careful maintenance man may 
occasionally operate equipment improperly, .neglect certain 
aspects of preventive maintenance, or make faulty judgments 
regarding the diagnosis or repair of equipment. This, in turn*, 
may lead to the breakdown of operational equipment. If this 
should happen on this job, what is apt to happen as the result 
of a single improper or careless action? Check those statements 
below which best describe the probable or tyoical consequences 
of such a breakdown. ^ • 

Nothing much. Would not cause a slow-down in mail process- 
ing activity. Substitute equipment or manual methods 
could easily compensate for breakdown. 

Might slow down mail processing but only for an hour or 

two at most. Small number of operations people might be 
idled for 1-2 hours. 

Would slow down mail processing and increase work load of 

next shift. Small number of operations people might be 
idled for 3-4 hours. , 

' * f . - • 

Would slow down mail processing for two or more shifts. 

- Fairly ^j^^e number of operations people might )?.e idled 
for one or more' shifts. -r- "' \ 

All or maj^r portions of mail processirig activities would 

be severly hindered for over twenty-^four hours. Would 
have to hire large numbers of temporary employees to 
process mail . 

Other. - 

» 

Briefly describe examples of the types of breakdowns which might 
occur due to faulty performance of maintenance duties and 
responsibilities . 

■ / ' ' 

1. 

* <v 

2. 
3. 
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Supervision of Others 



a. Responsibility can be related to the number of individuals 
that are dependent upon a supervisory or leading position 
for final decision, judgment, or organization. This ques- 
tion inquires into the number of persohs supervised by in- 
crimbents of the-^ob position under analysis.. 

How many persons are supervised by incumbents of the job 
position under analysis? 



1. ' None 

2. Up to 10 

3. Up to 20 

4. Up to 50 

5. Up to 100* 

6. Up to 200 

7. Up to 500 

8. ^ p Up to 1000 

9. Over 1000 
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List of job titles, grade, and numbers of persons for each 
job position supervised by the job position under examination. 
List no more than the ten top grade positions. 



Job Title 



PFS Numbers ' 

Lev e 1 Superv i s ed 



Contacts 



1. This question i iquires into the type and level of contacts or 
human relations^ required by the job in meeting and, dealing with 
people both inside and outside of the organization. Although it 
would seem;ttmt the contact with the publrC should be the more 
impoVtant'^onsideration, the very operation of the Post Office, 
decictedly a service organization, also requires teamwork among 
the ^individuals and considerable exchange of information with 
the operating unit. Tact, courtesy, public relations were con- 
sidered when prOTaritig the options listed below. 

Which one of iflie below options best describes the type and iQvel 
of contacts required of incumbents of the job position under 
examination? 



1- Only routine internal contacts or specific compliance 

with direct' order required. 

^" ^ Requires routine contacts' for giving routine direct 
ilifoxmation or courtequs liandling in compliance 
with well-defined regulations, 

3. Requires contacts with public and other postal crafts 

on routine matters but where politeness and tack are 
required. 

4. Involves contacts with public or other members of 

Department to make adjustments or investigate and 
reconcile differences of some significance. 

5. Requires contacts with major Government agencies or 

with the pul>lic on a broad scale on important public 
relations matters. . ^ ( 



Requires effective contactSt affecting the b^sic public^ 
relations and/or industrial relations *of the Department 
or a major installation. *, 



\ 



Work of Other:^ ^ * - ' 

1. Planning, Directing, Instructing ^ * 

Journeyman maintenance personnel* are expected to perform without close 
supervision, ancT generally speaking, are he^d accountable for their own 
work. In addition, certain maintenance positions may have a responsi- 
bility fo;r assisting', instructing, planning, or directfing the work of 
others\ Check below those statements whi9h' best describe the responsi- 
bilities which go with^he job position' under examination. 

Responsible only for own work.-'" 

'Responsible for instructing and directing one pr two helpers or . 

general mechanics, or leading smaj.1 work crew on a fairly simple 
maintenance iob^, ^ 

Responsible for instructing, directing and/or planning the work 

^* for** small group of journeyman mechanic^ or a! larger group of 
general or apprentice mechanics. May act as a leader for special 
maintenance projects requiring lip to five persons. 

Responsible for directing, planning and accomplishment of main- 
tenance work by a group of up to ten persons or twenty percent 
'of the maintenance force for a shift. ^Instructional duties may 
cover the more complex mail processing and building equipments. 

Responsible for directing, planning and accompJLishment of main- 
tenance work by approximately twenty persons, or^ fifty percent 
of the maintenance force for a shift. Instructional duties may 
cover either all facility equipment or all mail processing and 
mail handling equipment. 



Briefly describe examples of responsibility for others which may 
occur. 



1. ^ 
2" 
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ervision by Others ' . 

• • * * 

To whom do incumbents of the job position normally report? 

■J 



Describe bfiefly the nature of the supervision received by* 
or gjUidance provided to incqmbeats of this position'. 



VII Safety of Others . 

jt 

All workers have a responsibility for performing their work in such 
a way to avoid or prevent injury to others. However, competent 
and careful maj.ntenance personnel occasionally may cauSe^ injury to 
others through improper actions or momentary carlessness. Check 
l!hose statements below which best describe the consequences of a 
single i©jury-rt)roducing accident by persons in this job., • 

f \ ^ < 

Accident would cause^only very minor injury 'antf would not 

result in loss of work-time by person injured. Only one 
or two persons would normally be affected. 

j2 Accident coUld cause a minor cut, bruise, sprain, etc., 

whii^ch might cause a work-time loss of one or two hours.. 
Not more than four* or five pe:rsons would normally be injured 

Accident could cause a fairly serious cjut, bruise, sprain, 

burn, etc., which might result in a work-time loss of c^ne 
to five day^s and could affect up to ten or twelve persons. 

^ Accident could cau^e a^Very s&rious injury such as a , 

broken vbo-ne, loss of a limb or eye, internal injuries^ 
, ' .extensivp burns, etc., which might result in a woi^-time 
• loss of ongt to. six moi^ths, and could involve many pefrsons. 

Accident could result iix the death or permanent incapa- • 
^ X, citation of the person injured. ' - ^ 

Describe briefly three types of injury-producing accidents vhich ^ 
are apt to be causfed by persops in the job position being described. 



Work Effort 



VIII Ph)tsical 'Demands 



S 



Select that statement b^low which describes best the usual or 
normal physical ^requirements of this job. 

i: occasional lig:ht physical ^efforPsimilar to office'.work 

p_ Sustadned light physical effort ^ • ' 

/ - , 

occasional hej^vy physical effoi^t . - 

- * ' ■, » \ • 

'_: ftequent heavy physical effort' ' ^ - 

constant or extremely h6avy physical effort . 



Briefly describe the, physical requirements for this job. 



On occasion unusuaOy ^trenuous physical defraands may be placed 
on incOfiiberits of this job* Briefly 'describe these <unusuah"demands 
and e3;f:imate their freqtiehcy and duration. > 



b. 
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Job Conditions * • « ' ' 

IX Working Conditions - ' ' 

'" . ' • ' ' ) : . 

Which of the five statements below best describe the* typical workings 
conditions in which this job is performed^ 

Normal office workingi conditions ^ 

Normal floor, working .c;ondil;i<Jns . 

^ Somewhat dilsagreeablq working conditions 'due to exposure 

•-to noise, dust, gf^,ase, oil, steamier similar elements. 

\^ Contiguous exposure to several disngreeablp conditions 

' ' or to one /Condition which is particularly disagreeable. 

Continuous and-i'ntensive -exposure tq severaT extroffnely . 
dis^gi:'eeable elements, • ' ^ 

a 



id 



The extent of exposure to disagreeable working conditions varies^ 
widely among jobs. Indicate w>th a checK the specific disagreeable 
working conditions encountered 't)n this job and the normal estimated 
daily exppsure. ' " 



A 

, gases 



Harmful fumes 
smoke and odors 

Dirt, dust^ 6 grease 

Oil 

Acids 

'^Harmful weather 

. conditiops-^outside 

He^t ' 

Cold . 

Humid 

prafts 

Water ] 

Noise 

Vibration 

Chips ,5 ^Shavings 

.^peci^l clothe^, 
goggles, respirators-^ 

Eyb strain, 

IlluininAtioti 

Excel lejit 

' Fair 

- ^ Poor . 

. Surrottnc^ngs y ' 

Crowded 

' Orderly 



Other 
nOther 



Nohe. One Three Six Eight 
one hr hrs ^ hrs hrs^ 



"1 



/I * 



Other 
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Unavoidable Hazards. 



There are some jobs which are characterized by their inescapable 
potential hazard' In most jobs exposure to abnormal hazard does 
not. occur. The hazard exposure in this job can be described as: 

- . Accident or health hazards negligible. 

^Vccidents improbable, outside of minor injuries,, such as 

abrasions, cuts, or bruises. Health hazards negligible. 

. ^Exposure to lost-time accidents is such that a crushed' 

hand or foot, loss of fingers, eye injury from flying 
particles is a job condition. Some exposure to* occupational. 
disea?e, not incapacitating in nature. 

Exposure to serious health hazards or incapacitating accident, 

such as loss of arm or leg is inherent in the jqb. \ 

Exposure to accidents or occupational disease which may 

resul-t in total disability or death is unavoidable on 
the job. . 



Examples of unavoidable unusual hazard in this job are: 
1. * . 



2. 



4 
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APPENDIX C 

■ /. ' 

U.S. POST OFFICES SURVEYED 



Pre! iminary Survey 
. March 1968 



City 



Validation Survey 
January 1969 

• City 



' Buffalo. 
Chicago 
Cincinnati 
Denver,, 
Detroit 
Los Angeles 
Louisville 
Memphis 
Miami 

^Nashvil le 
yilew Orleans 
/ Omaha 
Portland 
Sacramento , 
Washington, D.C. 



Buffalo 

Chicago 

Cincinnati 

Denver 

Detroit 

Houston 

Los Angeles 

'Miami 

New Orleans 
Omaha 
Porttand 
Sacfamento 
Washington, D.C 
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APPENDIX D 



. JOB EVALUATION QUESTIONS AND JOB RATING TABLES 



Educational Requirement • ' 

This question appraises the amount of general education or schooling re 
quired to acquire the general knowledges and abilities needed to satisfac- 
torily discharge the duties anfd responsibilities required by the job. Thi 
knowledge may be acquired by formal schooling, or it may be obtained 
through special courses, self-education, or training programs in technical 
or special fields. . . 

Which one >of the options below best describes the educational require- 
ments o£ the jot unde'r analysis? 



1 . None 

2. Grade School 

3. High School^* or Equivalent 

4. High School plus Technical Training or its Equivalent 

5. 2 Years of College or its Equivalent* 

6. 4 Years of College or its Equivalent 



Work Experience Requirement ' . ^ 

In addition to formal and/or trade school training, a job -incumbent 
usually needs certain skills and knowledges which are generally acquired 
through work experience. When answering this question, consider the ex- 
tent to which the job under examination requires knowledges in addition 
to .formal education of the type usually obtained through prior and/or 
on-the-job training or work experience. 

IVhich one of the options belov/ best describes the work-ejcperience re- 
quirement for the job under analysis? 



1 . Up to 6 Months 

2. Up to 1 Year 

3. a to 3 Years 

4. 3 to 5 Years 

5. S to 7 Years 

6. 7 to 10 Years 

•7. Over 10 Years 



91 

101 



/ 



Q-3» Responsibility Level 



7 



This question appraises" the extetit to which a job incumbent is respon- . 
sible or accountable for policies^ methods, results, and assets. Respon- 
sibility is a measure of quality -\ of the degree and complexity of 
analytical ability, judgment, discernment and timeliness involved in 
making decisions. or taking action relating to policies, procedures,' methods, 
and assets. This is called "responsi||3ility level.** 

IVhich 
the job und 



1. 



of th& Options below best describes the Respbnsibility Level of 
nderBxaminatipn? I 

n; errors minor, and easily caught 



5. 

IS. 
7. 
8. 



Little independent acti 
and corrected. 

Work covered by specific 
later stages and result 



instructions. Work is check9d at 
of errors not serious. 



Work requires interpretation. Errors detected in later 
checks but can be confusing or damaging. 

Errors not easy to detect and may cause delays or* excess* 
costs. I o 

Decisions affect other {activities or employees. Errors 
caught only on inspection or later reviews. 

Work affects programs nnd policies ^nd errors in judgment 
may be costly. 

Responsibility is maj^r and not under any except general 
control . 

Top-level responsibility for a program, division or 
installation. 



Q-4. Supervision 

^ Responsibility can be related jbo the numbed" of individuals that are 
dependent upon a supervisoiy or l/eading position for final decision, 
judgmeht, or organization. This /question inquires into the number of 
persons supervised by incumbents/ of the job position under analysis. 

How many persons are supervised by incumbents of the job p'osition 
under an^jlysis? ' 



1. 
2. 
3. 
4. 
5.. 



None 

Up^o 10 
Up to ^20 
Up to SO 
Up to 100 



6. 
7. 

% 8. 



Up to 200 
Up to 500 
Up to 1000 
Over 1000 
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-5- Contacts y 

7 

* This question inquires intb the type and level of contacts or human rela- 
tions required by the job in meeting and dealing with people both inside and 
outside of the organization. Although it would seem that the contact with 
, the public should be the more important consideration, the very operation of 
the Post Office, decidedly a service organization, also requires teamwork 
among the individuals and considerable exchange of information witK the op- 
erating unit. Tact, courtesy, public relations were considered when pre- 
paring the options listed below. 

Which one of the below options best describes the type and level of con- 
tacts required of incumbents of the job position under examination? 

1. Only routine internal contacts or specific compliance with 

direct order required. 

* 2. Required routine contacts for giving routine direct infor- 

mation or courteous handling in compliance with well- 
defined regulatipns. 

3. - Requires # contacts with public on routine matters but where 

politeness and tact are required, 

4. Involves contacts with public or other members of Department 

to make -adjustments or investigate and reconcile differences 
of .some significance. 

5. Requires contacts , with major Government agencies or with the 

public on a broad scale on important public relations 
matters . 

6. Requires effective contacts affecting the basic public rela- 
tions and/or industrial relations of the Department or a 
major installation. 

-6. Working Conditions 

This question appraises the conditions under which persons must work. 
The term "Working Conditions" refers to the surroundings, the conditions 
of light, heat, exposure to the outside elements, and to the normal, amount 
of hazards encountered in the performance of the job. In other words, this 
question inquires into the "disagreeableness" of a job. 

Which of the below options best describes the working ^conditions of the 
jd6* under examination? » 

1. Normal office conditions 

2. Normal floor conditions 

3. Some Noise, Dirt, Outside working conditions 

4. Chiefb/ Noise, Dirt, Outside working condition^ 

5. Extreme Hazard or Di$agreeable working conditions 
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Q-7. Effort 



The effort and strength requirements for a job are indicative of the 
anfount of physical work required of incumbents of that job. When answer- 
ing the question below consider the amount of lifting, ,the*weight of the 
materi^als lif.ted, and the frequency of such actions. 

" Which of ^the below options best describes the work or effort rec^uire- 
ments of the job under analysis? 

1. Light Office work" 

2. ' Sustained but light work * 

3. Occasional heavy work 

4. Frequent heavy work , 

5. Constant or extremely 'heavy work v- 
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Job Rating Table^ 
Factor: KNOWLEDGE 













Question //2 


















Experience 


Requirements 








Education 
Requirements 


Up to 
6 Mo. 


Up to 
1 Yr. 


1-3 


3-5 


5-7 


7-10 


Over 
10 




1. 


None 


25* 


55 


62 


75 


100 


130 


175 




•2. 


Grade School 


55 


60 


67 


80 


105 


135 


180 


Question 


3. 


High School 


63 


68 


75 


88 


113 


143 


1^8 


4. 


High School 
fi, Technical 


75 . 


80 


87 


100 


125 


155 


200 




5. 


2 Years 
College 


JOO 


105 ' 


112 


125 


150 . 


, 180 


225 




6. 


4 Years 
College 


138 


143 


150 


163 


188 


218 


263 






Graduate 
Degree 
ft 


175 


180 


187 


200 


225 


255 


300 



.To'lje used with Job Analysis Questions ffl and //2, or, Questions 1-4 
and II-l of the Job Analysis and Evaluation Form for Equipment Maintenance 
Job Positions, 
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Job Rating Table 
Factor: CONTACTS 



Degree 

of Points 
Contact 



A > 




20 


B 




25 


C 




35 


D 




~) 50 


E 




70 


F 




100 



To bemused with Job Analysis Question //5, or. Question V-1 of the Job Analysis 
and Evaluation Form- for Equipment Maintenance Job Positions. 
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Job Rating Table » 
^ Factor: PHYSICAL REQUIREMENTS 













Question #7 






\ 








Physical Requirements 




\ 






A 


B 


C 


D 


E 




Working 
Conditions 


Light 
Office 


Sustained 
Light 


Occasional 
Heavy 


Frequent 
Heavy 


Constant 
of Extreme 
Heavy 




1. 


Normal Office 


15 


.19 * 


25 


33 


45 • 




2. 


Normal Floor 


19 


• 23 


29 


37 


49 




3. 


Some Noise, Dirt, 
Outside 


25 


29 


35 


43 




Question 

m 


4. 


Chiefly Noise, 
Dirt, Outside 


33 


37 


43 


50 


63 




5. 


Extreftie Hazard or 
Di sagreeab 1 eness 


45 


49 


55. 


* 63 


75 




Tp be used with Job Analysis Questiop^i. ff6 and , or, Ouestions VIII and IX of the 
Job Analysis and Evalujation Form ipr Equipment Maintenance Job Positions. 
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^ ' APPENDIX E 

CONVERSION AND^RECLASSIFICATMN GUIDE FOR MPE MECHANICS 



The proposed new career structure, positions and prerequisite qualifica- 
tions have been developed to provide: 

1. a. pattern for the development and promotion of mail processing 
equipment mechanics from helper tcr technician or supervisory positions during 
a typical employment career. 

2. equal pay for equal work, skill, knowledge, and responsibility 

3. realistic, 'mandatory qualification stanc&rd for all positions 

4. ,an improved training system to support career development in 
direct relationship to initiative and application of the individual mechanic. 

Only in a few Cases will mail processing equipment maintenance personnel 
satisfy 'the mandatory prerequisites for reclassification into the new structure 
and positions, Hov;ever, the rights, seniority, salary level and career status 
of aU personnel must be protected. Conversely the implementation of thi^ 
system establishes m&ndatory standards which must be met, primarily tfy the in- 
itiative and personal efforts of all involved. The basic guidelines which wil^l 
protect the individual and 'permit an orderly conversion to the new system 
should include the following: 

1. A general mechanic will be permitted to en^er the MPE apprentice- 
ship training program at the PFS-5 level on probationary status to learn main- 
tenance of an MPE equipment item without passing the A-Test after four years 
of satisfactory general mechanic duty. 

2. An MPE mechanic who has not learned maintenance of the mandatory 
numbers of MPE equipments wi-ll be givGETi twelve months in which to do self- 
study, receive on the job trainings and develop a demonstrable capability in 
the required two. types of mail processing equipment, 

3. A foreman may authorize an additional period of training, if an 
MPE equipment cannot b,e" learned in the prescribed six mprtths period. An ex- 
tension may be granted once, only, for a throo^ month period for any equipment, 

- 4, Failure to meet satisfactorily mandatory prore?<f^'' sites after an 
appropriate conversion period will result in reclassification to general me- 
chanic, PFS-5 or, as appropriate, clerk or mail handler, 

5. Promotion to PFS-7, 8 and 10 will be contingent upon attaining ' ^ 
a passing grade in the approprjLate test following normal or probational duty 

in the next lower grade, 

6. A conveyor hiechanic may enter the apprenticeship training program 
for up to one year of training, Study and duty to meet standards for promotion 
to PFS-7, Mechanic, MPE, ; 

7. Mail Processing Equipment Maintenance personnel who have a record 
of satisfactory performance may be retained in their , original standard position 
indefinitely, but will not be considered for promotion unless the nandatory 
positibn qualifications are met. 
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8* New . employees in the;^PE maintenance function must meet the. time 
elements and -mandatory^ standards td be retained in the MPE career development 
structured » \ * 

' 9. The Directior, Office of Maintenance, will review qualifications of 
the MPE maintenance force and assign personnel '"to learn specified types of MPE 
'^provide optimum flexibility' and adaptability. Personal desires of "the mem-, 
bers of the maintenance force .will be considered to the extent' possible when 
training Assignments are made. HoweverV a balanced-sdci 11 maintenance force has 
the highej' priority in assigning personnel to trailing. ' ' 

10. A passing score in th^ Apprentice. Test may be waived in^thQ case 
of 'employe es'Vho have 'demonstrated satisfactory performance prior'to' implement- 
ing the career syst*em, 

t 11. Ail promotions except PFS-5.td PFS-6 after satisfactory ' completion 

of phase.one of tlve Apprenticeship Training PrcJgram will be on the best quali- 
fied basis . _ ^ ' , . . 

12. The best qualified determination will be based upon a composite 
evaluation including test scores 'above mandatory minimum and supervisory 
evaluation," ; 




